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eMARS Advanced Procurement

1 — Orientation

The Central Procurement process involves the activities by which professional Buyers establish
Agreements or one time Contracts through the Competitive Bidding Process. In also includes Contract
and Agreement management functions like Vendor Performance Evaluation, Agreement Renewal, and
Award Termination.

eMARS contains several features that provide additional support to users in their Central Procurement
activities. The eMARS Procurement Workspace consolidates in one place the links to the documents
and inquiries you will need to complete Central Procurement functions. eMARS also provides a
Procurement Type field used to identify the Business Process being followed to procure goods or
services for a given requirement. Procurement Type controls which documents may be processed,
how Vendors will be evaluated in the Post Award state, and which Authorities may be cited on an
Award Document.

This Advanced Procurement class is designed to provide you with a detailed understanding of the
Commonwealth of Kentucky’s procurement process and the eMARS procurement functionality as it
relates to a Procurement professional job functions and responsibilities.

Prerequisites

You should complete the following courses before continuing:
e eMARS101 Introduction to eMARS
e eMARS601 General Procurement

Learning Objectives

At the conclusion of this session, you will be able to:

e Conduct a Competitive Sealed bid using Solicitation (RFP), Solicitation Response (SRW) and
Evaluation (EV) documents

e Load a Catalog referencing a Master Agreement (MA)
e Process a Stand-alone Contract (CT)

e Process a Master Agreement Renewal (RN)

e Terminate a Contract or Master Agreement (TM)

e Re-assign a Procurement Folder to the correct team.

Track documents and work in progress using Lifecycle Inquiry (LINQ)
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eMARS Course 602 — Advanced Procurement

Document Codes & Listings

The following table displays the Procurement document codes currently used by end-users in MARS and the
corresponding new Procurement document codes in eMARS

DOC DOC

CODE TYPE DOC NAME PURPOSE AND NOTES

Record Vendor Performance - Evaluators must be set up on the
Performance PEEVALR table by the contract administrator. Based on the Document
PE ADM Evaluation ID

Used to extend the Master Agreement effective dates by the next
renewal period. The periods must be established on the MA document.
Created by Copying Forward to a RN document. The RN when
submitted creates a new modification of the MA which must be
submitted through workflow. The Modification won't be generated until a
batch cycle is run during the nightly cycle on the documents indicated
RN ADM Renewal effective date.

Created by the contract administrator by copying forward from the
award document. When submitted to final, a draft modification is
created immediately for submitting to workflow. Reason for change is
already populated with the reason for termination from the RN
™ ADM Termination document.

Created only by Centralized Procurement agencies (OMPS, KYTC,
DECA and AOC) to be referenced by other user departments. Used for
one time purchases of goods. Must be created with the end user
department's document code in the header so that the dept can create
the payment document. Requires a Receiver (RC) document and an
Contract - 3 Way Invoice (IN) document to be processed. The PRM will be auto-
CT AWARD Match generated when the 3 way match is detected.

Created only by Centralized Procurement agencies (OMPS, KYTC,
DECA and AOC) to be referenced by other user departments. Used for
one time purchases of services and for those agencies who have
received an exemption from 3 way match requirements. Must be
created with the end user department's document code in the header so
that the dept can create the payment document. Requires an Invoice
(IN) document to be processed. The PRM will be auto-generated when
Contract - 2 Way the 2 way match is detected.

CT2 AWARD Match
Created only by KYTC. Must be created with the end user
Department’s Document Code in the header so that the Department can
Contract - 3 Way create the payment document to be processed. The PRM will be auto-
CTT1 AWARD Match generated when the way match is detected.

Created only by KYTC. Used for one time purchases of services who
have received an exemption from 3 way match requirements. Must be
created with the end user department's document code in the header so
that the dept can create the payment document. Requires an Invoice
(IN) document to be processed. The PRM will be auto-generated when
Contract - 2 Way the 2 way match is detected.

CTT2 AWARD Match

Created by the end user department from the URCATS search.

URCATS only results in a DO award which requires 3 way matching. It

references a Master Agreement or MA catalog lines. Payment is made

Delivery Order - 3 by processing a Receiver (RC) and Invoice (IN) document. The PRM
Way Match will auto generate when the 3 way match is detected.

DO AWARD

O
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DOC
CODE

DOC
TYPE

DO2 AWARD

DOC NAME

Delivery Order - 2
Way Match

PURPOSE AND NOTES
Created by the end user department from the URSRCHMA search.
User must select DO2 as the target document. It references a Master
Agreement or MA catalog lines. Payment is made by processing an
Invoice document the PRM will be auto generated when the 2 way
match is detected.

MA AWARD

Master Agreement

Created only by Central Procurement Departments. For recurring or
blanket procurement needs. Does not place an order for any goods or
services, but establishes pricing and terms and conditions for future
purchases for a given period. Can be renewed based on defined
renewal periods. Can be individual lines or catalog. Referenced by
users either by URCATS or URSRCHMA. Direct payment can be made
referencing a MA line or catalog by generating a PRC on the
Commodity Group component of the UR Document.

PO AWARD

Purchase Order - 3
Way Match

Created only by Decentralized Procurement agencies. Used for one
time purchases of goods. Must be created with the end user
department's document code in the header so that the dept can create
the payment document. Requires a Receiver (RC) document and an
Invoice (IN) document to be processed. The PRM will be auto-
generated when the 3 way match is detected.

PO2 AWARD

Purchase Order - 2
Way Match

Created only by Decentralized Procurement agencies. Used for one
time purchases of services. Must be created with the end user
department's document code in the header so that the dept can create
the payment document. Requires an Invoice (IN) document to be
processed. The PRM will be auto-generated when the 2 way match is
detected.

PON2 AWARD

Purchase Order

Created by any Department for all Personal Service
Contracts/Grants/MOA's which require review by the Government
Contract Review Committee. Requires completion of the PON
information. Otherwise is exactly the same as a PO document. NO
MATCHING REQUIRED. Users make payment by copying forward from
the award to a PRC.

EV EV

Evaluation Document

Created by the buyer to consolidate all Solicitation Responses, enter
scoring, award justification. The resultant award is generated from
within the EV document.

EVT EV

Evaluator

Used when using a team for evaluations. EVT documents are loaded
into the EV document for use in evaluations.

Invoice

The electronic representation of the vendors invoice in the system. This
is not a payment document. It is the vendors billing. User is to enter the
invoice date, as shown on the paper invoice, and calculate the payment
date, based on the vendor terms.

RIN IN

Invoice

A Recurring invoice established to generate a matching PRM for
recurring monthly payments such as leases, copiers, and other
consistent bills.

RC RC

Receiver

Documentation that the goods were received. Required of all 3-way
match awards.

PRC PRC

Payment Request

The PRC payment document may be created by the end user as a
standalone document or reference awards or master agreements with
external vendors.

PRCI PRCI

Internal Payment
Request

The PRCI payment document is created by the end user and must
reference an award or master agreement with an internal vendor.

PRM PRM

Payment Request

The PRM payment document is system generated through the two-way
or three-way matching process for payment to external vendors.

)
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DOC DOC
CODE TYPE DOC NAME PURPOSE AND NOTES
The PRMI payment document is system generated through the two-way
Internal Payment or three way matching process for payment to internal vendors. No
PRMI PRMI Request check or EFT is created. Money is transferred between agencies.
Usually created from scratch to request goods or services. Used by all
departments.
RQS RQ Standard Requisition
Created from URCATS, and will result in a DO or RQS dependent on
whether an item is available on contract or not.
UR RQ Universal Requestor
Used for a subsequent round of responses to an RFP, limited only to
those finalists from preliminary round.
BAFO SO Best and Final Offer
Can only be issued by OMPS, DECA, KYTC and AOC.
RFB SO Request for Bids
Does not result in award, just seeking information on possible solutions,
Request for market conditions, etc.
RFI SO Information
Used by any department for all Personal Service Contracts, or by
Central Procurement agencies for complex procurements.
RFP SO Request for Proposals
Issued by any department for solicitation of goods or services within the
small purchase delegation for the department.
RFQ SO Request for Quotes
Used to record the vendor's response to a solicitation.
SR SO Solicitation Response
Same as the SR, but generated through the Solicitation Response
Wizard.
SRW SO Solicitation Response
Creates a Vendor record. Processed for approval by Statewide
Vendor/Customer Accounting Services
VCC VC Creation
Modifies a Vendor record. Processed for approval by Statewide
Vendor/Customer Accounting Services
VCM VC Modification
Establishes a schedule resulting in regularly produced orders for goods
or services. Likely uses include regular stocking of items such as lab
Recurring Payment tests, which are required to always be fresh.
RPO Order
4
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2 — Commonwealth of Kentucky Procurement Process

Procurement Lifecycle

The Commonwealth’s procurement lifecycle consists of the following six major phases:
e Requisition — a request for goods or services is created.

e Solicitation — requirements for goods or services are advertised and Vendors are requested to
submit information, quotes, bids or proposals.

e Solicitation Response — Vendor responses to Solicitations are received and recorded.
e Evaluation — Vendor responses to a Solicitation are evaluated for award.

e Award - formal agreements are established with a Vendor to either purchase goods or services
or set prices for future purchases.

e Post Award — the activities that take place during the remainder of a Vendor contract after
award.

It is not required that every procurement go through all of the above procurement phases or to proceed
through these phases in sequence. The only two required phases are Award and Post Award.

Central Procurement users will typically perform activities associated with the Solicitation, Solicitation
Response (SR/SRW), Evaluation (EV) and Award phases.

(]
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Requisition

In the Requisition phase, a user creates a request for the desired goods or services. For procurements
that exceed an agency’s Delegated Authority, a user must prepare a Requisition (RQS) document in
eMARS to describe the requirement, receive departmental approval, and route to the Office of Material
and Procurement Services (OMPS) or the Department of Engineering and Contract Administration
(DECA) for subsequent processing.

NOTE: The Commonwealth will only use the Standard Requisition (RQS) document code. Depending on the
Procurement Type, the RQS may be optional.

Solicitation

The eMARS Solicitation phase encompasses the documents and events used to advertise a
requirement and request Vendors to submit information, quotes, bids, or proposals. The Solicitation
phase has only one document type, Solicitation (S0). eMARS uses the following six distinct document
codes:

e RFI (Request for Information) — Used to gather information when a conceptual need has been
identified, but the detailed requirements needed to achieve the goal still need to be defined.

e RFP (Request for Proposal) — Used to advertise procurements that may not have exact
parameters. Used by Agencies to bid Personal Service Contract. May or may not be commodity
driven.

e RFQ (Request for Quote) — Used for informal solicitations for goods or services.

e RFB (Request for Bid) — Used for procurements where the Commodities for goods or services
are delineated and the required amount is greater than a department’s small purchase
delegation.

e BAFO (Best and Final Offer) — Used in the second round of an RFP. Selected respondents are
provided the opportunity to alter their original response to reflect their best and final offer for the
Solicitation.

¢ RA (Reverse Auction) — Used for solicitations to auction off goods to the lowest bidder.
Depending on the Procurement Type, the Solicitation phase may be optional.

The Solicitation documents do not have any Event Types tied to them, as they do not perform any
accounting updates upon submission.

Solicitation Response

Vendors respond to Solicitations issued by the Commonwealth, and their responses are recorded. The
Solicitation Response (SR) phase encompasses the documents and events used to record a Vendor’s
response to a solicitation.

(]
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Solicitation Response is divided into two main areas:

e Vendor Functionality — operates as a separate application, Vendor Self Service (VSS)
integrated with eMARS.

e Buyer Functionality — the Buyer performs the following function from eMARS: Enters responses
for Vendors not registered in Vendor Self Service (VSS).

There is only one Solicitation Response document type, Solicitation Response (SR), and two
Solicitation Response document codes:

e Solicitation Response (SR)
e Solicitation Response Wizard (SRW)
Depending on the Procurement Type, the Solicitation Response phase may be optional.

Evaluation

The Evaluation phase encompasses the documents and events used to evaluate a Vendor’s response
to a Solicitation. Once all bids have been received, and a solicitation closing date has passed, the
procurement moves into the Evaluation phase where responses are inspected, analyzed, and ranked
against all other responses by designated evaluators.

There is only one Evaluation document type, Evaluation (EV). The Evaluation document type has two
distinct document codes:

e Evaluation (EV)
e Evaluator (EVT)

Award

Awards range from contracts for consulting services to Master Agreements for office supplies. The
Award phase is the ONLY mandatory phase in the Procurement Process.

The Award phase encompasses the documents and events used to establish a formal agreement with
a Vendor, either to purchase defined goods or services or to set prices for future purchases.

The following eMARS documents may be used in the Award phase:

e Purchase Order (PO/PO2) — Decentralized Department generated awards within their small
purchase or other delegation

e Contract (CT/CT2) (CTT1/CTT2-KYTC only) — Centrally generated awards created for user
agencies

e Master Agreement (MA) — Fixed or fluctuating price agreements for a stated period of time
e Delivery Order (DO/DO2) — Encumbering orders from Master Agreements

e Proof of Necessity Agreement (PON2) — Personal Service Contracts, Memoranda of
Agreements and Grant Agreements that require a Proof of Necessity and review by the
Government Contract Review Committee.

(]
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Post Award

The Post Award phase begins immediately after an Award has been made to a Vendor and
encompasses the documents and events that take place during the remainder of the life of the contract.

Post Award encompasses three main areas:
e Matching (receipt of goods and payment)
e Vendor Performance (PE)
e Contract Administration
The following eMARS documents may be used in the Post Award State:
¢ Receiver (RC)
e Invoice (IN)
e Vendor Performance Evaluation (PE)
e Termination (TM)
¢ Renewal (RN)

The TM, RN and PE documents are covered in this Advanced Procurement course.

The Post Award phase is also used as the central repository for all documentation associated with the
Contract Management of a Procurement (e.g. Bid Deposits, Insurance Certificates, Warranties, Bonds,
Retainage, Liquidated Damages, etc.).

Procurement Folder

The Procurement Folder is the central repository for documents and documentation related to a single
procurement. eMARS compiles all activities, documents, and related correspondence for a
procurement into a virtual Procurement Folder that ties multiple procurement documents and
documentation items together. The Procurement Folder provides a single point for tracking,
assigning, and reporting during the procurement life cycle. Each procurement document will belong to
a specific Procurement Folder.

Each folder has a unique identification number generated by eMARS which allows users to identify the
procurement documents and documentation items that apply to a particular purchase. Each folder also
has a Procurement Title to easily identify the Procurement Folder. The Procurement Title is
displayed on various procurement related pages to aid in identifying the proper folder for a specific
procurement.

Procurement Types

Procurement Types are used to classify and group similar purchases. Procurement Type is used to
identify the Business Process being followed to procure goods or services for a given requirement.
Procurement Type controls which documents may be processed, how Vendors will be evaluated in the
Post Award state, and which Authorities may be cited on an Award Document.

For each Procurement Type, business rules for processing are assigned that include the following:

(]
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e Manager
¢ Required phases (e.g. Requisition, Award, etc.)
¢ Allowable Documents (e.g. RQS, PO, RC, IN, etc.)

A Performance Evaluation Template is assigned to each Procurement Type. This template determines
the evaluation criteria to use when creating a Performance Evaluation (PE) document.

Certain Cited Authorities are only applicable to certain Procurement Types. When completing an award
document it is important to select the Procurement Type first as this action will filter the list of Cited
Authorities to show only those that are relevant.

Cited Authorities

In order for a purchase to be legally processed, the Commonwealth of Kentucky requires a Cited
Authority to be associated with each award and each payment document. This information is required
when creating award and payment documents.

Proper completion of the Cited Authority field is required for the Commonwealth of Kentucky to
comply with an agency’s pre-audit delegation agreement resulting from FAP 120-13-00
(Decentralization of the Pre-Audit Function).

Cited Authority represents the statutory, regulatory or policy citation — for example, “FAP 111-55-00"
Cited Authority is required on Award Documents and Payment Request and ABS Documents where
there is no reference or only a memo reference to an award. Cited Authority is not required on
Requisition or Solicitation documents.

The validation of the Cited Authority’s minimum and maximum amount will occur at the document
header level — the document amount and NOT the individual line amounts.

NOTE: The combination of Document Department, Document Code, Procurement Type and Dollar
Value determine if a Cited Authority is applicable to the award document you are attempting to
process.

(]
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3 —eMARS Procurement Document Sections

eMARS Procurement documents have a Header section and up to eight Detail Sections. The following
paragraphs provide an overview of what each section is used for and the types of information that will
be entered.

Header — The Header section lists general information associated with the entire document.

Vendor — The Vendor section provides Vendor information pertaining to:
e Suggested Vendors for providing the goods/services (Requisition phase documents)
e Vendor associated with a Solicitation Response (Solicitation and Evaluation phase documents)
e Vendor awarded a contract (Awards phase)

Vendors are selected from a pick list that is populated by the Vendor/Customer (VCUST) table.

Sub-Vendors — The Sub-Vendors section lists sub-vendors or sub-contractors associated with the
procurement. NOTE that commodity lines are not linked to the sub-vendors.

Accounting Distribution — The Accounting Distribution section lists the fund distribution across
multiple line items. This information allows for the distribution of Commodity costs across multiple
Accounting lines based on percentages.

Terms and Conditions — The Terms and Conditions section lists the terms and conditions associated
with the document. The Terms and Conditions (TRMC) table is used to establish "pre-established"
terms and conditions for selection on this detail section. Terms and Conditions defined on the TRMC
table can include attachments that will be included in this detail section of the document. In eMARS,
users will be able to attach MS-Word documents in . XML format to be the Terms and Conditions.

Commodity — The Commodity section lists all commodities (goods or services) associated with the
document. The Commonwealth will use a simpler 5 digit Commodity Code allowing the user to provide
more descriptive Commodity information.

Accounting — The Accounting section lists the Accounting funds for each Commaodity line.
Posting — The Posting Section lists the posting information for each Accounting line.

NOTE: As a general rule, for most procurement documents the Sections that you will navigate
to are:

¢ Header

e Vendor (This is optional on RQ and SO document types)

e Terms and Conditions — On Solicitation and Award Documents
e Commodity

e Accounting Distribution — While not required, this is a shortcut to populating funding information
when all commaodity lines contain identical funding or mostly the same funding elements

e Accounting

To assist with the logical flow of processing, it is recommended that the Sections be completed
in the order listed above.
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4 — Solicitation Process

The competitive bidding process in eMARS begins with the Solicitation document. The Solicitation
document is used to define the requirements/specification for the items or services being requested and
the Terms and Conditions for doing business with the Commonwealth.

When the Solicitation is submitted to Final status, eMARS will build a Bid Package for Vendors, send e-
mail notification to Vendors who are registered for the listed commodities and who are listed in the
Suggested Vendor list. The bid package will be available on the Vendor Self Service (VSS) web-site
from which it may be downloaded.

Solicitation Documents

There are several types of Solicitations documents in eMARS that perform similar but slightly different
business functions. Please use the following table as a guideline for when to use each:

Solicitation Document Code Business Use

RFB (Request for Bid) Used for procurements where the commodities for
goods/services are clearly defined.

RFP (Request for Proposal) Used to propagate procurements that may not have exact
parameters. May or may not be commodity driven.

RFQ (Request for Quotations) Used by departments for competitive opportunities under a
department’s three quote limit.

RFI (Request for Information) Used to gather information when a conceptual need has been
identified, but the detailed requirements needed to achieve the
goal need to be defined.

BAFO (Best and Final Offer) Second round of RFP. Selected respondents are provided the
opportunity to alter their original response to reflect their best
and final offer for the Solicitation.

RA (Reverse Auction) Solicitation used to generate a Reverse Auction. Vendors
must be pre-registered to participate. All Vendors can see the
lowest bid.

Solicitation documents may be created using one of three ways:
1. Directly from your Procurement Workspace not referencing any Requisition;
2. By Copying Forward from a Requisition (RQS) submitted by a Department;
3. By Copying Forward from a Solicitation into a Best and Final Offer (BAFO) document.

(]
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Create a Solicitation

Access your Procurement Workspace on the Home page and click the Create Standalone
Document link in the Secondary Navigation Panel. Expand the Create Standalone Solicitation
section. Click Request For Bids (RFB). The Document catalog will open.

Click Create to switch into create mode.

1 Frocurement
Save Restart Sawe Ml C
Search for tems on Contr

>

Document Catalog

Create Stand Alone Docu Search
Create Requisition b
Create Stand Alone Solicitat *
Reguest for Quotes (RFQ r*Document Identifier

~ Reguest for Bids (RFE1

Reguest for Proposal (RF]
Create Stand Alone Awards ,7
Enter Bid Responses Dept.. [758 L2); |
Receive Goods
Enter Vendor Invoice
Create Stand Alone Pa :
Workload Management
Quick Links

Code: |RFE Unit: [UNIT

Create Template : []

Create

henu

Enter the Department Code and Unit Code in their respective fields.
Click Auto Numbering
Click Create to create the RFB document. The document opens to the Header page.

Complete the required fields in the Solicitation document Header:

Action Merur_ ]
" Header Load Vendor List Load T and ©
Zeneral Information ble D t Wiew by Request
Contact k

| IemlEtes  eGeneral Information
Add Templates

| Reference Documents Record Date : f
Document Information Procurement Type - ,247

Schedule of Everts . Buttons Army- Mational Guard
e e Document Description k

Terms and Condtions & Dress Uniform

Commodity Groug - . ’—
Commodit VEndorLlstResmcted Responses?: [ I Efault Form :
Commodity T &C Prohibit Online Responses © [ Systermn Gen List: false

Evalustion Criteria Group Let Date -

Evaluation Criteriz Ling . .

wendor List Fublished Date :

Free Form Yendor Published Time :
“endor Rotation Close Date :

Cloge Time :

Publishin

Supporting DocUments
Document Comments [ MContact i
Document History
Document Reference r bTemplates .
Future Triggering

r MAdd Templates 1

[ PReference Dot ]

r bDocument Information 1

Top
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e The Document Description is required and does print-out. The description is also
searchable from various inquiries like the Procurement Document Inquiry (PRCUDOC).

e Select a Procurement Type ID that corresponds to the business process being followed.

e |f the Vendor List Restricted Responses check-box is selected then only those Vendors
on the Vendor List Section may submit a Bid/Response through Vendor Self Service (VSS).

e eMARS uses the Default Form field during the assembly process to determine the lay-out
of the assembled Solicitation. Kentucky will only be using one Form for solicitations, so
leave this field blank and the correct Form will default when the document is submitted.

Complete the Contact Section

wContact
Issuer D |mshaw Reguestor 1D |m5haw Team D :
Buyer :
Matt Shaw Mame : [Matt Shaw
A02-573-6206 Buyer Dept :
Phone Murmber |5D2-5?3-EBEIE
ratt shawigky. goy
anypihere Email : |matt. shawi@ky. gov

amnirhere

e The Issuer ID field will default to your information. If your are completing the document on
someone else’s behalf then pick their record from the pick-list by clicking on the arrow next
to the Issuer ID field.

e The Requestor ID field will be blank and will need to be completed. The Requesting ID
field is used to identify for whom the goods or services are being requested (e.g. who will
actually be using the items or services detailed on this Requisition). Pick their record from
the Requestor pick-list by clicking on the arrow next to the Requestor ID field.

Complete the Templates Section (optional). This section is used to Select either a Terms and
Conditions template or a Vendor List template to pre-populate there respective sections with the data
from the Template.

wlemplates
TEG: vendor List : |
Mame : Mame ;

The T&C pick-list allows you to select a Terms & Conditions template that will be used to
automatically populate the Terms & Conditions section of this Solicitation document. To
initiate the load click on the Load T and C link once you have selected the template.

The Vendor List pick-list allows you to select a Vendor List that will be used to automatically
populate the Vendor List section of this Solicitation document. To initiate the load click on the
Load Vendor List link once you have selected the template.

(]
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Complete the Terms and Conditions component. Terms and Conditions are created by attaching a
Word Document, saved as .XML, to a Terms and Conditions record in the Terms and Conditions
section. Kentucky’s standard Terms and Conditions have been loaded into eMARS and you may also
select one to many of these to be included in the printed document. You may also modify the Standard
Terms and Conditions as you see fit.

To select a standard T&C and modify, follow these steps:

Navigate to the Terms and Conditions section and click Insert New Line. When the record has been added
please click on the arrow next to the field to select a Standard Terms and Conditions from the pick-list.

RFB - 758- 0600000019- 1- New- Draft [

L | _actian At
Section | TEC NHame Inc By |Free Ferm Flag
&4 + 3_03TR 03TRAMS SPCO S0L STAMDARD by fulltext falze
| Inzart Hew Line Ijsert Copied Line First Frew Go To Next Last

TacC: g 0sTR B

Name : [DSTRAMS SPCO SO0L ST,
Section : |17

Sequence li

Ine By | by full text %
T&Z AMtachment File Mame : 8_05TRARNS XML

Details :
Details

Open the Action Menu and click Attachments. This allows you to download a copy of the MS-Word
document to modify.

(]
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RFB - 758- 0600000019- 1- New- Draft

Section | TEC

&% ¥ 1 G_03TR OSTRANS SPCO SOL STANDARD by fulltext false

Schedule »
Approve B
|pU=d

Hame Inc By Free Form Flag

Insert Hew Line Insert Copied Line

First Frew Go To Atkachments

Attachments

TacC:|g 05TR

Marme : |E|5TRANS SPCO S0OLET

Section : [1
Sequence
Inc By | by full text |

TE&C Attachiment File Mame | 8_08TRAMNS XML

Details

The Attachment page opens. ClI

ick Download.

Click Save to save a copy to your local file system.

Attachments

File NHame Type

Date | User ID | Primary State

~ B_08TRAMS xml Document xXhL 352308 mzshaw Mew

First Prev Mext Last

UEI-:-aJ CLrowunlaad Eelete Bestare

File Mame : 8_058TRAMS xml
Type: 4
Date : 323006
UserD: mshaw
Primary State : 0

Beturn to Document
Wiewn Attachment Histony

File Download

Do you want to open or save this file?

<@ Marme: S_0STRAMS. xmil

— Type: =ML Document
From: 162.114.104,151

Open ] [ Save ] [ Cancel

YWhile filez fram the [ntermet can be uzeful, zome files can patentially
harm your computer. If you do nat trust the zource, do nat open or
zave thiz file. ‘what's the nsk?

)
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Once you have saved a local copy, open the file in MS-Word to make your changes. Make your
changes and Save the file as .XML. When editing the file please observe the following rules:

Do’s:

Don’ts

Do ensure you are utilizing Word 2003 before attempting to edit T&C.

Do set your top margin of your Word Document to 1.5.

Do save the document as an .XML file.

Do add Supporting Documents when necessary. These documents must also be in
XML format, but they will appear below the Terms and Conditions when the document
is assembled. If multiple attachments are used, there will be a page break between
each attachment. If you insert a line accidentally, you need to delete it by using the
scissor icon.

Do use “Normal” formatting for all text.

Do use “Grid” formatting for all tables.

Do clear all formatting, and then reformat your bolding, bullets, and justifications if using
an existing document for the first time.

Do select the “Free” T&C, then delete the attached file and upload your . XML document.
If you have inserted a link to a picture(s) in your document, you must upload the picture
file(s) after you have uploaded the . XML file.

Do attach any type of document, regardless of file type in the Header section.

Don’t use Section breaks — the assembly process stops at the first section break.
Don’t use Page breaks — these are ignored in the assembly process.
Don’t use Track Changes.
Don’t add Terms and Conditions to the Commodity T&Cs section — add to the Terms
and Conditions section only.
Don't insert blank lines in the Supporting Documents section.
Don’t insert objects directly into the document.
o If you have a picture, you must insert as a link to the file.

o Attach any documents as Supporting Documents or in the document Header
section.

)
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eMA

Use the MS-Word Save as to save the document as Word-XML.

Save As @
Save in: |@ Deskkop V| O - Q@ X i B~ Tods-
B | )expense_skuff
) |5 pricing_attachment

My Recent | |C3)test_scripts

Documents |yUnused Desktop Shortcuts
= 1] 13_pMps04.xml
|. E]f My Compuker
Desktop

\$

My Docurments

My Computer

@

J Flename: |13 DMPS04 mod 20 03_2008]ml w | C &pply transform
Iy Mebwaork, =

[]5ave data only

Places Save as bYPet | wML Document (*,xml) v Cancel

Return to the Terms and Conditions record and access the Attachment page again through the Action
Menu. Delete the previous version of the attachment by clicking on the Delete link.

Attachments

Menu

File Hame Type Date | User ID | Primary State
~ O_0aTRAMS xml Document XhL 32306 mshaw  Mew
First Praw Mext Last

Upload Downloaf pelste]Restors
File Mame : 8_058TRAMNS xml
Type 4
Date ; 3123106
Uszer D mshaw
Prirmary State : 0

Description :

Beturn to Document
Wiew Attachment Histony

(]
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Upload the new version you created in Step 4 by clicking the Upload link.

Attachments

hdenu

File Name | Type | Date | User ID | Primary State

First Prev Mewxt Last

Upload| Download Delete Restore

e Mame
Type: Cescriptian
Date :
User|D:
Primary State
Eeturn to Document

Wiem Attachment Histony

Browse your local hard files for the recently saved version of the document. Once the file has been
located, click Upload to load the file into your document.

Upload Attachment

Menu

| .
Attachiment File : Browse...

Description: |

Attachment Type - | Document <L h

Once the upload has completed successfully and you return to the Solicitation document, you will
notice that the Terms and Conditions attachment file name has changed to your new file. eMARS will
use this new file in the bid package/print-out.

)
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RFB - 758- 0600000019- 1- New- Draft

| Action Maru I
Section | TEC Name Inc By | Free Form Flag
3t L §_05TR OSTRAMNS SPCO S0OL STAMDARD by fulltext falze
Insert Mew Line Insert Copied Line First Praw o To Mext Last

T&c [ 05TR
Name : [DSTRANS SPCO SOL ST,
Section : |1

Sequence
Inc By | by full text  w

T&C Attachrment File Marmg @ COPY OF COMMOMAEALTH OF KEMNTUCKY XML

Details

r Save T Lindo T Frint T Validale T Submif T Closs ]

Step 10: If you wish to create Commodity Groups, you can do so. All Commaodity Groups are used to
group Commodity lines together for organizational and evaluation purposes. The evaluation document
(EV) allows you to award at the Commodity Group level and the Evaluation Spread sheet will show the
lowest bidder by commaodity group. You must click Insert New Line to add a new group.

NOTE: A default group will always be created. You should edit the Commodity Group Description,
even if you wish to keep your Commodity lines in a single group to be awarded as a total, or by
line.

Save Restat Save MIC | RFB - 758- 0600000019 1- New- Draft

119 1

| Action Meny I

Header

Commedity Group

| Schechle ofBvents tine Description

Terms and Conditions
~ Commodity Group B MWen's buttons

1 0.00
Commodity % &
Commodity T &C
Evalustion Criteria Group % By . 5 WWornen's buttons 50.00
Evalustion Criteria Line = ’
Wendor List
Free Form %endor
wendor Rotation |’
Commodity E-mail Puzh
Publishing

Group Total

Insert Mew Line Insert Copied Line First Frewv Go To Mext Last

Save T s T Print T Walidale T Submit T Cloze ]

hlenu

Supporting Documents
Document Comments

Document History

Document Reference
Future Triggering
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The Commodity Group Description field is used to record the name of the Group.

NOTE: To view the Commodity lines associated with a given commodity group you must
select the Group in the Commodity Group grid section and then transition to the Commodity
panel by clicking on the Commodity link in the Secondary navigation panel.

Create Commodities. The Commodity section of the Solicitation is used to list all distinct goods or

services being requested. Complete the required fields for the General Information section.

Load T & C Commuodity

CL Description Line Amount | Marked Delete?
&6 v 1 US ARMY BUTTON-25 LINE (Menz) talze
Insert Mew Line Insertt Copied Line First Prev &o To Mext Last
Commodity Line Group : 1 >
Fhk
wiGeneral Information
R T LIS ARMY BUTTOM-25 LIME (Mens) Catalog |
Effective From :
Comrmodity : |59I]EIB )
Effactive To !
Buttons, All Kinds
9
(I [ 7 Marked Delete? . [

Quantity - [12000.00000

Unit: |EA

Unit Price |

Commodity Specs |

[TEM 1-16650-26599-14907 / LIS
Contract Amount | ARMY BUTTOM-25 LINE WWITH

Extended Description ; [TOGGLE
Sermice From :
Serice To:

Line Amount

hidore Text

e The CL Description (Commodity Line Description) field should be used to record a brief
description of the good or service being requested. This field does print-out on all documents
and is used on subsequent Procurement Documents. This field is displayed in the grid area of
the Commodity section in order to help you identify which line you would like to inspect or

modify.

e The Commodity field is used to store the five digit NIGP commodity code that most closely
matches the item or service being purchased. This field is used primarily for classification
purposes. When creating a Solicitation it is important to make the first commodity the
one that is most relevant to the Solicitation as a whole. The first commodity code is used

by EMARS to determine which office will receive the Solicitation for processing.

)
& caldms

250f 173



eMARS Course 602 — Advanced Procurement

e The Line Type field is used to select how the cost of the line item will be established. Generally
speaking, goods should be recorded with a Quantity, Unit of Measure and Unit Price and
Services should be entered as Contract Amount.

o When you know the Unit Price a Line Type of “ITEM” should be selected. The Unit of
Measure, Unit Price, and Quantity are required.

o If the unit cost is unknown or not applicable the lump sum cost of the line should be
recorded in the Contract Amount field. In this case a Line Type of “Service” should be
selected. When the Line Type is Service then the Service From and Service To dates
are required. These dates are the effective dates for resultant award document.

e The Extended Description field should be used to provide a detailed description of the desired
item or service. Up to 4000 characters of information can be stored in this field. To access a
larger field in which to type the extended description click on the More Text link. Since there is
no spell check or grammar check in this field, you may wish to create your extended description
in a Word document and then copy and paste into the Extended Description field.

NOTE: To insert a TAB into the Extended Description field the user must type [Ctrl] + [Tab]. You
must also use the CTRL+V keyboard shortcut to paste.

Felican®'s exclusive 90 crank ~

shaft requires less pedaling effort,
Extended Description : fwhich means more cruising with

less wark. And its kick-up rudder »

twlore Text

ding Cpen Amount Total © $0.00

Commodity Extended Description

henu

Save Cancel Retumn to Line ftem Commaodity Groop 1 Commaodity Line tem ;2

Felican®'s exclusive 90° crank shaft requires less pedaling effort, which means more cruising with less
work, And its kick-up rudder system provides quicker turn response and safer beaching.
Accommodates up to 3 passengers (2 adults, 1 child). Adjustable seat backs make for a comfy ride.
Also has built-in cooler with walk-on lid. Built-in positive flotation helps the Fiji ride higher in the water to
keep passengers dry and comfortbale. Constructed of super-durable Ram-#Bhigh density polyethylene.
Color: Sunset Yellow £ Mountain Mist,

Specs:

Length: 7'/ 213 cm

Bearn: BO" £ 152 cm

meating: 2 adults, 1 child

Max. Capacity: 550 Ibs /250 ky
Weight: 96 |bs /44 ky

Hull katerial: Ram-+E.
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Complete the Shipping/Billing Information section.

wShipping/Billing
Shipping Location : [115146 | Billing Location ; 115145 |
Attention : 219666 Attention | 21966R
KRC-HOPKIMNEVILLE-ROGER BROYWM KRC-HOPKINSVILLE-ROGER BROWM
4011 FORT CAMPBELL BLVD 105 4011 FORT CAMPBELL BLYD 105
HAMMOND PLAZA HAMMOMND PLAZA
HOPKINEVILLE HOPKINEYILLE
KXY kY
42241 42241
g g
Additional Info
Additional Info Additional Info

Shipping Method :
Free On Board :
Delivery Date

Delivery Type w

e The Shipping Location field is used to identify where the goods should be delivered. To
select a Shipping Location click on the arrow next to the Shipping Location field to
access the Shipping Location pick-list. If you already know the Shipping Location code
you may record it directly in this field without accessing the pick-list. The Shipping
Location code, however, must be valid on the Procurement Location (PLOC) reference
table.

e The Billing Location field is used to identify to where the Vendor’s Invoice should be
mailed. To select a Billing Location click on the arrow next to the Billing Location field to
access the Billing Location pick-list. If you already know the Billing Location code you
may record it directly in this field without accessing the pick-list. The Billing Location code,
however, must be valid on the Procurement Location (PLOC) reference table.

e The Delivery Date field is used to enter the date by which you will need the goods being
requested to be delivered.

NOTE: Do not complete the Shipping Method, Free on Board, Shipping Additional Info,
Billing Additional Info and Delivery Type fields. These fields are not required. These fields do
not print-out.
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Create Evaluation Criteria. This section allows you to define specific considerations for evaluating

responses, and applies a point value for each.

RFB - 758- 0600000019- 1- New- Draft

Line | Criteria | Short Description | Points | Free Form Flag | Marked Delete?

3‘5 ~ 1 PRICE Lowvest Price 80 falze falze
3‘5 2 DELW Delivety 20 falze false
Insert Wew Line Insert Copied Ling First Frev Go To Mext Last

Evaluation Criteria Group : 1 >

Criteria ; [PRICE
Short Description © |Lowest Price

Lowest Bidder Receives Points

Description ;

IRespDnse Type | Text hd I

| Points : |30 |

| Marked Delete? . [~ I
IMandatDwYESAnswer: B I

The Criteria pick list allows you to select a pre-defined Evaluation Criteria from the eMARS
database. If you would like to create your own Evaluation Criteria this field may be left
blank.

Use the Short Description / Description field to describe the Evaluation Criteria. These
fields will be populated if a pre-defined Evaluation Criteria has been used.

The Response Type field is used to determine the format of the response required from
Vendors. Possible choices are: Text, Number, Yes/No, Date, and None.

The Points field is used to determine how many points may be awarded to a Vendor for the
Response they’ve provided. It is used as part of the Evaluation process to determine which
vendor will receive the award.

The Marked Delete? Check-box is used on Solicitation Modifications to signify that the
Evaluation Criterion is no longer part of the Solicitation.

The Mandatory YES Answer check-box is used to require the Vendor to answer “Yes” to
Evaluation Criteria that have been set-up with a Response Type of Yes/No. Solicitation
Response documents with a “No” answer to a mandatory Evaluation Criteria may not be
submitted.
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Create the Free-Form Vendor list. The Free-Form Vendor list is used to ensure that Vendors who are

not registered in the eMARS database receive notification of this Solicitation/bid opportunity.

This is an optional step.

RFB - 758- 0600000019- 1- New- Draft

Vendor Name

&% By -

Alias/DBA

1 Betty Button Maker Button's B Us  Betty

Principal Contact | Business Type | Default Correspondence

Ermail

| Action Menu I

Insert Mew Line Insert Copied Ling

First Prew o To Mext Last

sk
vendar Mame : |Betty Button Maker

Alias/DBA : [Button's R Us

Business Type

Address 1 |123 Stitch in Time lane

Address 2 |

City: |Lexington

County Code : [USA

County :

StatelProvince kY
Zip: 40513

Country : LS

Principal Contact : |Elett3t

Phane

: |BE8-656-1234

Fax:|

Email

Default Correspondence

: |Elet1y.Eluttun@knitting.c:nr

J| Email hd

Comments :

Inspect the Commodity E-mail Push.

Vendors will receive automatic notification if they have

registered for the Commodities listed on this component. This section is automatically populated based
on the Commodity codes in the Commodity section. You may also add and delete Commodity codes

as required.

RFB - 758- 0600000019- 1- New- Draft

Line Commodity Class
v 1 |s9008
o BB 2 59000

Buttans, A1l Kinds

Description

| Actian Manu I

MOTIONS AMD RELATED SEWING ACCESSORIES AMD SUPPLIEES

Inzert New Line !nserl Copied Line

First Preo Go To Mext Last
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Complete the Supporting Document section. This section allows you to view and attach files relevant
to the entire document, for example, a Statement of Work or other supporting documents. Documents
in the Supporting Document section will be included in the Assembled Solicitation document.
Documents in this section must be in MS-Word XML format. Supporting Documents will be placed in
the Bid Package after all Terms and Conditions. Supporting Documents will be ordered within the
package by the Publishing Sequence number field.

RFB - 758- 0600000019- 1- New- Draft

File Name Description | Publishing Sequence | Date

% + cimpgn_finance xml 1 32306
|nsert Mew Line Itserl Copied Linge First Prew o To Mext Last
sk

File Mame : cmpgn_finance xml

Descrintion .

Fublishing Sequence : |1
Date : 372306

User 1D mMSHAWN
CAMPAIGH FINAMCE FORM

upporting Document Description ;

E

¢ The Publishing Sequence field is a numeric value which allows you to establish the display
order for the attachments on the assembled Adobe Acrobat .PDF file. This field is required.
When the document is validated, the system performs data validation to ensure that the
Sequence value is an integer and that it has not been duplicated on other records.

e The Supporting Document Description field is used to describe the nature of the attached
document. This value does not print and is for reference only.
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Complete the Publishing Section. The Publishing Section is where you establish the Close Date and
Close Time;_whether or not to allow on-line bidding; and what elements will appear in the Vendor Self
Service (VSS) rendering of the Solicitation.

NOTE: The Prohibit Online Responses defaults to unchecked, thereby allowing online bidding. If
you will not be permitting online bidding, you must select this box. If left unselected, and a
vendor submits a response, you will be unable to later select the box to disallow online bidding.

RFB - 758- 0600000019- 1- New- Draft
Copy Line Select Line First Prew Go To Mext Last
b
Procurement Folder Create Wendor Motification ;. @ Comrmodity Description : v
Amendment Number: Schedule of Everts : Item Shipping :
Fublished Date ; y o i
Published Time - Terms and Conditions ;. W Itern Specifications (Handling) © v
Let Date - 037232008 — Evaluation Criteria . |# Itern Specifications (Details) . W
Evaluation Criteria (Points) . [ Commodity Terms and Conditions ;v
Close Date - [I3/2572007 = Amendment Histary . Commadity Attachments © ¥
Close Time : |14:00 Document Atachments . v Prohikit Online Responses: [V
Public Bid Opening Date s Publish Vendar List: [~ Restrict Multiple Responses perVendor TIN G [
Fublic Bid Opening Time : Al Mulkiple Response
Top
r Save T Undo T Frint T \aldate T Submit T Clozs ]

e The Let Date is the day the Solicitation is to be published. (Required)

e The Close Date is the date after which Bids/Responses will no longer be accepted from
Vendors.(Required)

e The Close Time is the Time on the Close Date after which Rids/Quotes/Responses will
no longer be accepted from Vendors. (Required)

NOTE: The Closing Time must be supplied in 24hr military time (e.g. 9:30 am =09:30, 2:00 pm =14:00).

e Public Bid Opening Date/Time: These fields may be used to specify the time at which
bids will be read to the general public. (Optional) Time must be supplied in 24hr military
time.

¢ |f the Prohibit Online Responses flag is not selected, then online responses via VSS
are allowed. All Solicitations, regardless of the Prohibit Online Responses field
setting, will be posted to VSS when the AMS EMARS Financial/VSS Synchronization
process is run.

NOTE: On Solicitation Modifications: Once a Solicitation has been finalized, the Buyer can allow online
responses to that Solicitation if they were originally prohibited but the Buyer cannot prohibit online
responses to that Solicitation if they were originally allowed.
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e |f Restrict Multiple Responses per Vendor TIN flag is selected, then only one
response per Vendor TIN is allowed. If this flag is not selected, then more than one
response per Vendor Taxpayer |dentification Number (TIN) is allowed. This flag applies
to responses entered through Vendor Self Service (VSS) and the Solicitation Response
(SR) document in EMARS.

[NOTE: This flag cannot be changed during a modification of a submitted solicitation document|

Click Validate to check for errors.

To Assemble:

1.
2.
3

From the Header Section click on Assemble Document
Click Submit Assemble Request
Click on Refresh, You should see the status as Successful (You may have to click refresh a

. few times before the assembly job finishes and you see a Successful Status).
4.

Click Back to return to the document

To Print the Assembled Form:

oD~

Return to Header

From the Action Menu, select Attachments.

Click Download.

While the PDF document is open use the File Menu Options to either print or email the

document.

Submit the document to initiate workflow for approval.

There are additional steps during the Solicitation Response phase:

Post/Monitor Questions that are submitted through Kentucky Vendor Self Service (VSS). When the
Solicitation is posted to VSS, Vendors have the ability to ask questions about the Solicitation that will be
automatically routed to you via e-mail.
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Subiject: AOYMAIL: Y35Mail : Mew Question posked For Saolicikation: RFE - 753- 06000000193

Dear Ilatthew Shaw,

This is to notify you that a vendor has posted a question for
molicitatinn: FFB - 758- 06000000193 Amendment &0

Caestionn Wil alternate buttons be accepted?
Chaestion Date: 2008-03-28

Please logon to ADVANTAGE and go to the Solicitation Question & Answer (3004 page to.
angwet the question.

Thiz notification is sent for you information because you are the buyer listed on the
above Jolicitation.

Please do not reply to this e-mail as it is automatically generated. If vou hawve questions, please
cotitact Customer Suppott.

aoow|e

When you receive the e-mail you must access the Solicitation Question and Answers (SOQA) table
from Page Search. The e-mail will go the buyer e-mail address and will appear in your regular Outlook
mail. Search for the Solicitation by entering the Doc Code, Solicitation Department and Solicitation
ID and clicking Browse. Select the row from the grid section that corresponds to your Solicitation and
click the Answer link to respond to a vendor’s question. To post a Question and Answer received Off-
line (FAX, phone) select the row in the grid and click the Ask Answer /Question link.

Question & Answer Detail

henu Quick Search

Browvese Clear

Doc Code |

Salicitation Department

Salicitation 1D : [0500000012

Frocurerment Folder |

Procurement Folder | Doc Code | Solicitation Department | Solicitation ID ( Amendment Number | Let Date | Published Date | Close Date

+ EEE 72 Q00000019 7= T 0] Q30302006
37604 RFHE ikt OE00000019 0 052572006 (502572006

I Anzner i Al ﬁxnswer."ﬂuestioq

Click the Answer link to transition to the Answer page where you may respond to Questions submitted
through VSS.
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Answer Question

Menu Quick Search

e Amendment Question -
Solicitation Number Date Question
+ RFB 758 0E0000001 9 ] 032572006 Wil alternate butons be accepted O3/29:2006  Mo-only exact specification
First Prew Hest Last
Unda

Daoc Code . RFB
Doc Dept: 758
Solicitation : 0600000019
Amendment Mumber: 0

e stion il altermate bttons be acceeted

Ma-only exact specification

ANsSwar

I Question &Ananer Detail I

e Enter your answer to the vendor’s question in the Answer field. You may enter up-to
250 characters of text.

NOTE: Your answer will become part of the public record and will be posted to the internet! Please

consider typing your answer into MS-Word for spell check and then copying the text into the Answer
field.

e C(Clicking the Question & Answer Detail link will transition you back to the first page
where you selected the Solicitation.
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Post a Question and Answer received through other means: e-mail, phone, FAX etc. From the
Question and Answer Detail page search for and select the Solicitation for which you wish to post a
Question and Answer and click the Ask/Answer Question link.

Ask Question/Answer

hlenu Quick Search

Undo [nsed Copy Paste First Prew Mext Last
Doc Code : RFB
Do Dept : 758
Salicitation : 0600000019
Amendment Mumber: 0

Do the ladies buttans have to
brushed nickel ar may they be

Question |-
shinny brass buttons?

Cinly brushed nickel buttons will be

Answer - [d8@med acceptable.

Ansier T
Question EAnaver Detail

e The Question field allows you to enter the question received from the Vendor. Please
enter the Question exactly as received from the Vendor.

e Enter your answer to the vendor’s question in the Answer field. You may enter up-to 250
characters of text.

NOTE: Your answer will become part of the public record and will be posted to the internet! Please
consider typing your answer into MS-Word for spell check and then copying the text into the Answer
field.

e (lick Save to post your response to VSS. It will be available for the public after the next
VSS synchronization.
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Exercises — Logging In to eMARS

You will use a Student ID to access the training database during class. These IDs are only set up for
the training environment. Your User ID for the production environment will be assigned along with a
new password when eMARS is implemented.

From the Login page, enter the following information:

Required Fields Values

User Name Enter your Student ID posted on your Student Card.
NOTE: User Names are case sensitive.

Password Enter your Password and click Login.
NOTE: Passwords are case sensitive.

ADVANTAGE

User Name : Iacamic
Password : I"‘“““““““““““““‘k

Copyright @ 1999, 2004.
American Management Systemns, Incorporated.
Al rights resenved.

Use of this software is subject to
AME license agreement.

AMS ADVANTAGES iz a

registerad trademar of
American Management Systermns, Incorporated.

Add AME ADVANTAGE to wour Favorites

The Home Page appears.

!A DVAN T‘AGE Home Personalize Help Accessibility Logout

Procuremert  Ac > Budet ounting

Training 1 Financial
} Message Center
}+ Search
} History
} Favorites
» Administration

(]
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Exercise 1 — Create a Solicitation document from your Procurement

Scenario

Workspace

You need to initiate a Competitive Bidding Process for Replacement Buttons for the Dress Uniforms for
Kentucky’s National Guard.

Task Overview

You will create an RFB from your Procurement Workspace. On the RFB you will add custom Terms

and Conditions, build a Vendor List, build a list of the Commodities being solicited and set the
Publishing Dates.

Procedures

1. Access your Procurement Workspace and click Create Standalone Document in the Secondary

Navigation Panel.
2. Expand the Create Standalone Solicitation section. Click Request For Bids (RFB). The

Document catalog opens.

3. Click Create.

I Frocurement

Save Restart Sawve Al C
Search for ktems on Contr

Create Stand Alone Docu

Create Requisition

Create Stand Alone Solicitat
Reguest for Quates (RFQ

~" Reguest for Bids (RFE)
Reauest for Proposal (RF|

Create Stand Alone Awards
Enter Bid Responses
Receive Goods
Enter ¥endor Invoice

Create Stand Alone Pa =
‘Workload Management

Quick Links

Document Catalog

Search
Fh
wDocument Identifier

Code: |RFE Unit: [UNIT

Dept.: (758

w0ther Options
&

Create Template : []

Create
Menu

Io: |

4. Enter the following information:

Required Fields | Values

Code RFB

Dept See Student Card
Unit UNIT

5. Click Auto Numbering.

)
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6.
7.

Click Create. The document opens to the Header page.

RFBE 019 1

Document View

Complete the required fields in the Solicitation document header.

by Request

Add Templates
Reference Documents

" Header Load Vendor List Load T and ©
Zeneral Information ble D t Wisw
Contact k
Templates

Actian Meru I

rwGeneral Information

Record Date :

Frocurement Folder

Document Information
Schedule of Events
Terms and Condtions

Document Description k
i Dress Uniform

Buttons Army- Mational Guard

Procurement Type : |24
Standard Goods

Commodity Groug
Commodity

Wendor List Restricted Responsei? O

Commodity T &C

Evalustion Criteria Group

Evaluation Criteria Line

wendor List

Free Form Yendor

“endor Rotation

Commodity E-mail Push

Publishin

Supporting DocUments
Document Comments
Document History
Document Reference
Future Triggering

Prohihit Online Responses . [

I Diefault Farm ; I

Systermn Gen List: false
Let Date

Fublished Date :

Published Time :

Close Date :

Cloge Time :
r MContact 1
r bTemplates ]
r MAdd Templates 1

[ PReference Dot

r bDocument Information

Top

Required Fields

Values

Document Description

Buttons Army —National Guard Dress Uniform

Procurement Type ID

24

Vendor List Restricted Responses

Leave this box unselected

Default Form

Leave blank

8. Complete the Contact Section

—wContact

Izsuer 1D : |mshaw

Matt Shawe

Requestor ID

Mame

502-573-6806

Fhone Mumber

ratt shawigky. goy

ammwhere

Ernail

: |m5haw Team IDv:
Buyer :
: |Matt shaw
Buyer Dept
: |B02-5673-6805

: |matt.shaw@ky.gw
amnirhere

Required Fields

Values

Issuer ID

Defaults to your ID. Leave as is

Requestor ID

Select your User-ID

)
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9. Complete the Terms and Conditions component. Click on Terms and Conditions in the

Secondary Navigation Panel.
10. Click Insert New Line to add Terms and Conditions.

RFB - 758- 0600000019- 1- New- Draft

L Action Menu J

Section | TEC Name Inc By |Free Form Flag
8t 1 G_05TR 0STRAMWS SPCO S0L STAMDARD by fulltext false

Inzerd Hew Line Idsert Copied Line

First Prew Go To Mext Last

TecC:[g05TR B

Name : [DSTRAMS SPCO SOL ST,
Section : |17

Sequence : li

Ine By

TE&C Attachment File Mame : 8_05TRAMNS ML

Detailz :
Details

Required Fields | Values

T&C Select: 8 05TR from the Pick list

11. Click Save to pull in the Terms &Conditions information.
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12. From the Action Menu click on the Attachments link. This will allow you to Download a copy of
the MS-Word document for you to modify.

RFB - 758- 0600000019- 1- New- Draft

IEE

Section | T&C Hame Inc By |Free Form Flag Schedule »
N Approve b
& | G_05TR O5TRANS SPCO S0OL STAMDARD by fulltext  falze =
Insert Hew Line Insert Copied Line First Prew Go T He Gt gl l=y |0

T&C: |3 05TR

Mame : [0STRANS SPCO SOL 5T,

Section : |1
Sequence
e By | by full text

T&C Attachment File Mame : 8_0a8TRAMS XML

Details

Attachments

13. The Attachment page will open.

14. Click on the Download link and then on Save link to save a copy to your local workstation desktop.

Attachments

File NHame Type

Date | User ID | Primary State

~ B_08TRAMS xml Document xXhL 352308 mzshaw Mew

First Prev Mext Last

File Download

Upload ['2lete Restore

File Mame : 8_058TRAMS xml
Type: 4
Date : 323006
UserD: mshaw
Primary State : 0

Beturn to Document
Wiewn Attachment Histony

Do you want to open or save this file?

<@ Marme: S_0STRAMS. xmil
— Type: =ML Document
From: 162.114.104,151

Open ] [ Save Cancel

YWhile filez fram the [ntermet can be uzeful, zome files can patentially
harm your computer. If you do nat trust the zource, do nat open or
zave thiz file. ‘what's the nsk?

)
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15. Once you have saved a local copy, open the file in MS-Word and make your changes. Save the file
as .XML.
When editing the file please observe the following rules:
Do’s:

e Do ensure you are utilizing Word 2003 before attempting to edit T&C.

e Do set your top margin of your Word Document to 1.5.

¢ Do save the document as an .XML file.

e Do add Supporting Documents when necessary. These documents must also be in
XML format, but they will appear below the Terms and Conditions when the document
is assembled. If multiple attachments are used, there will be a page break between
each attachment. If you insert a line accidentally, you need to delete it by using the
scissor icon.

e Do use “Normal” formatting for all text.

e Do use “Grid” formatting for all tables.
Do clear all formatting, and then reformat your bolding, bullets, and justifications if using
an existing document for the first time.

e Do select the “Free” T&C, then delete the attached file and upload your .XML document.
If you have inserted a link to a picture(s) in your document, you must upload the picture
file(s) after you have uploaded the . XML file.

e Do attach any type of document, regardless of file type in the Header section.

Don’ts
e Don’t use Section breaks — the assembly process stops at the first section break.
e Don’t use Page breaks — these are ignored in the assembly process.
e Don’t use Track Changes.
e Don’t add Terms and Conditions to the Commodity T&Cs section — add to the Terms

and Conditions section only.
Don’t insert blank lines in the Supporting Documents section.
e Don’t insert objects directly into the document.
o If you have a picture, you must insert as a link to the file.
o Attach any documents as Supporting Documents or in the document Header
section.

(]
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16. Use Save As to save the document as Word-XML. Change the name of the file to
8 _05TRANS_REVISED.xml

Save As E
Save in: |@ Deskkop "|@' 4@ X Ci B~ ook~
LY E]My Documents
:&' 3 3 My Campuker
My Recent HMV Metwork Places
Documents [C)boat

R =
¢ i\
-

My Documents

=
=
9'1
-13%1
d-ktl
&
o

Iy Metwork
Flaces

) expense_stuff

[ pricing_attachment

I test_scripts

=) Unused Desktop Sharkcuts
35_osTRAMS 2ml

835_05TRAMS _revised.xml

@ &_0STRAMNS revised_04_20_2006.xml
8313 _DMPS04_MOD xml

Fifz name: 8_0STRANS_REWISED] xmi

_v| | Apply transform

[ | Save data only

Euir

o ke
= AL, T T

1 Cancel

17. Return to the Attachments Page. Delete the previous version of the attachment by clicking the
Delete link.

Attachments

File Name Type Date
~ B_05TRAMS xml Document XML 323068 mshaw  Mews

Menu

User ID | Primary State

First Praw Mext Last

Upload Downloa-Hestore

File Mame : 5_05TRAMNS xml

Type : 4

Description

Date : 3123706

serlD: mshaw
Primary State . 0

Return to Document
Wiew Attachment Histony

)
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18. Upload the new version you created in Step 15 by clicking on the Upload link.

Attachments

hdenu

File Name | Type | Date | User ID | Primary State

First Prev Mewxt Last

| Uploaa Download Delete Restore

File Mame :
Tupe .

Date :
User|D:
Primary State

Cescriptian

REeturn to Document

tew Attachment Histons

19. The Upload Attachment page will open. Click Browse to find and select the file. You may enter a
document description for the file (Optional)

Upload Attachment
[[eicds cancel

Attachment File :|

Menu

||[ Browse... !

Description: |

AttachmentT\,rpe:|DucumentXML h

20. Click the Upload link. After the file is uploaded you are returned to the Attachment page.

)
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21. Click the Return To Document link to return to the Terms and Conditions section of the RFP
document. Notice that the Terms and Conditions Attachment file name has changed to your new
file. This new file will be used in the bid package/print-out.

RFB - 758- 0600000019- 1- New- Draft

Section | TEC Name Inc By | Free Form Flag
b3 < G_05TR O3TRANS SPCO S0L STAMDARD by fulltext  false
Inzert Mew Line Inzert Capied Line First Prew o To Mext Last

Tec: 5 0sTR B
Mame : [DSTRANS SPCO SOL ST,
Section : |17
Sequence ; Ii
Inc By:WI

T&C Attachment File Mame [ 8_D5TRANS_REVISED xml |

Details

r Save T Lo I Print T \ailidale T Subrmi T Cioss ]

(]
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22. Create Commodity Group(s). Click on Commodity Groups in the Secondary Navigation Panel.

NOTE: A default group is always created

Document View RFB - 758- 0600000004- 1- New- Draft

Header "
Actian Meny
Schedule of Events L_J

Terms and Conditions
" Commodity Groug
Commodity
commodity T &C
Evaluation Criteria Group
Evaluation Criteris Line
Yendar List
Free Fortm Yendar r
“endor Rotation
Commodity E-mail Push
Publishing
Supporting Documents
Document Comments
Document History

Commodity Group
Description

Group Total

Men's Buttons| $0.00

Insert Mew Line Insert Copied Line First Frev So To Mext Last

Save T Lindo T Print T valdale T Submi T Claze ]

Ienu

Document Reference
Future Trigaering

23. For a single Commodity Group, change the Commodity Group Description to “MEN’S
BUTTONS”
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24. Click on the Commodity

link in the Secondary Navigation Panel to change the Commodities

associated with the Commodity Group. The Commodity section opens.

25. Click Insert New Line and

Complete the required fields for the General Information Section.

Load T & C Commuodity

CL Description

3% v 1 US ARMY BUTTON-25 LIME (Menz) false

Line Amount | Marked Delete?

Insert Mew Line Insertt Copied Line

First Prev 5o To Mext Last
Commodity Line Group : 1 >

Fhk
wiGeneral Information

CL Description

US ARMY BUTTOMN-25 LINE (Mens) Catalog |

Effective From :

Commodity ; |59I]EIB
Buttons, All Kinds
Line Type : | ltem hd

Effactive To !

Marked Delete? . [

Quantity - [12000.00000

Commodity Specs |

Unit: |EA
LInit Price ; |
[TEM 1-1B650-2559-14907 7 US
Contract Amaount | ARMY BUTTOM-25 LINE YWITH
Extended Description : [TOGGLE
Service Fram :
Senice To: UBrERT
Line Amount
Required Fields Values
CL Description US Army Button — 25 Line (Men’s).
Commodity 59008
Line Type ltem
Quantity 1200 (Required when Line Type is Item)
Unit EA
Contract Amount Leave blank.

Service From

Leave Blank. (Required when the Line Type is “Service”).

Service To

Leave Blank. (Required when the Line Type is “Service”).

Extended Description

Enter: US Army Button - 25 Line (Men's). Antique polished Brass
with military insignia.

26. Enter an Extended Description. Click on the More Text link to display a larger Extended
Description window. Enter the following additional text:

“Antique polished Brass with military insignia”

)
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27. Click the Return to Line Item link.

28. Complete the Shipping/Billing Information.

=ShippingBilling
IShipping Location : (1231
Aftentian

070
WILKIMSON BLYD

FRAMKFORT
k2
40601

U3

I Billing Location : {1232 g

Aftentian
o7o
STE GE WILKINSOMN BLYD STE 66
FRAMKFORT
K
40601

0=

Additional Info

Shipping Method
Free On Board :

Delivery Date ; S

Additional Infio

Cielivery Type w
Enter the following:
Required Fields Values

Shipping Location

Select 1231 from the Pick List

Billing Location

Select 1232 from the Pick List

Delivery Date

Enter 1 week from today’s date

Shipping Method

Not required. Does not print-out.

Free on Board

Not required. Does not print-out.

Delivery Type

Not required. Does not print-out.

)
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29. Create Evaluation Criteria Line. Click Evaluation Criteria Line in the Secondary Navigation

Panel. This section allows you to define specific considerations for evaluating responses and applies a

point value for each. You will create two Evaluation Criteria in this example: Price and Delivery.

RFB - 758- 0600000019- 1- New- Draft

3‘5 ~ 1 PRICE Lowvest Price 80 falze falze
&% 2 DELYW Delivery 20 falze falze

Line | Criteria | Short Description | Points | Free Form Flag | Marked Delete?

Insert Wew Line Insert Copied Ling

First Frev Go To Next Last

Evaluation Criteria Group : 1 >

| Criteria ; [PRICE P
Short Description © |Lowest Price

Lowest Bidder Receives Points

Description ;

I Response Type ;| Text IV

| Points : [0 |
Marked Delete? : [
Mandatory YES Answer: [ |

30. Click Insert New Line to enter the first Evaluation Criteria.

Required Fields Values

Criteria Select “Price” from the pick list for the first criteria

Leave as defaulted

Short Description / Description Used to briefly describe the Evaluation Criteria being
entered. This field will be populated if a pre-defined
Evaluation Criteria has been selected from the pick list.

Response Type Select “Text”

will receive the award.

Points Used to determine how many points may be awarded to a
Vendor for the responses they’ve provided. It is used as
part of the Evaluation process to determine which vendor

Enter’50”
Marked Delete? Leave blank
Mandatory YES Answer Leave blank

31. Click Insert New Line to enter the second Evaluation Criteria

)
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Required Fields

Values

Criteria

Select “DELV” from the pick list for the first criteria

Short Description / Description

Used to briefly describe the Evaluation Criteria being
entered. This field will be populated if a pre-defined
Evaluation Criteria has been selected from the pick list.

Leave as defaulted

Response Type

Select “Text”

Points

Used to determine how many points may be awarded to a
Vendor for the responses they’ve provided. It is used as
part of the Evaluation process to determine which vendor
will receive the award.

Enter’50”
Marked Delete? Leave blank
Mandatory YES Answer Leave blank

35. Create the Free-Form Vendor list. Select Free Form Vendor from the Secondary Navigation

Panel.

RFB - 753- 0600000019- 1- New- Draft

Vendor Name

% By - 1

Aliaz/DBA | Principal Contact | Buginess Type | Default Correspondence
Betty Button Maker Button's B Uz Betty

Actian Meny

Email

Insert Mew Line Insert Copied Line

First Prev Go To Mext Last

wh

Wendar Matme

£ip

Country

; |Eiett3,r Button Maker

Principal Contact

Caunty

StaterProvince

; |Eiett3,f

. |B59-555-1234

: |Eiettj,r.Eiuttnn@knitting.|::|:|r

:|Emai| V|

AliasfDBA: [Button's R Us Phaone
Business Type : Ii Fax:
Address 1: |123 Stitch in Time lane Ermail
Address 2 | Default Correspondence
City: |Lexington
County Code - Ii comments

)
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36. Click Insert New Line and enter the following required fields:

Required Fields

Values

Vendor Name

Enter Betty Button Maker

Address 1 Enter 123 Stitch In Time Lane
City Enter Lexington
State/Province Enter KY

Zip Enter 40513

Principal Contact

Enter Betty Button

Email

Enter Betty.Button@knitting.com

Default Correspondence

Enter Select Email

37. Click Validate, but expect errors. You are Validating so the Commodity E-mail Push page

will be populated as expected.

38. Inspect the Commodity E-mail Push. Select Commodity E-mail Push from the Secondary
Navigation Panel. Vendors will receive automatic notification if they have registered for the

Commodities listed on this component.

This section is automatically populated based on the

Commodity Code in the Commodity Section. You may also add and delete commodity codes as

required.

RFB - 758- 0600000019- 1- New- Draft

Line Commodity Class

BB v [ lssoos |

b3 2 |59000

Description

Button=, & Kinds

MOTIONS AMD RELATED SEWWMNG ACCESSORIES AMD SUPPLIES

Insert Mew Line Insert Copied Line

First Frev Go To Mext Last

39. Complete the Publishing section. Click Publishing from the Secondary Navigation Panel.
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RFB - 758- 0600000019- 1- New- Dratft

Copy Line Select Line
sk

First Prew Go To Mext Last

Frocurement Folder ; Create Vendor Motification © W Commaodity Description : [
Amendment Number: Schedule of Events - v Item Shipping © v
Fublished Date : » ) o o
Published Tirme - Terms and Conditions © » Itern Specifications (Handling) © v
Let Date - |D3f23f2006 Evaluation Criteria . v Item Specifications (Details) . v
Evaluation Criteria (Points) . [ Commodity Terms and Conditions © v
Close Date : J3/28/2007 = Amendment Histary . v Commodity Atachments . v
Close Time - |14:00 Document Attachments . W Prohikit Online Responses : [V
Public Bid Opening Date : s FPublish Wendor List: [~ Restrict Mulfiple Responses pervendaor TIM : [T
Fublic Bid Opening Time Allow Multiple Respanse
Tap
r Save Undo T Print T Waldate T Submif T Close ]
Required Fields Values
Let Date Today’s date
Close Date Today’s date
Close Time Enter a time 2 hour in the future. E.g. if it is 10:00 am enter

10:30. Times must be entered in military time. E.g. 24hrs

Public Bid Opening Date
(Optional)

Leave blank

Public Bid Opening Time
(Optional)

Leave blank

Prohibit Online Responses

Click to Select

Evaluation Criteria (Points)

Click to Select

40. Once all information on the Solicitation has been verified, click Validate to check the document

for errors.

41. Click Header from the Secondary Navigation Panel. Click Assemble Document. The

Assemble page will open.

)
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Assemble

Print Job Code | Print Job Name

~ POZ2_FORM Purchaze Order
First Prev Mext Last

Application Resource 1D |F'D2

Print Joh Code : [PO2_FORM

Frint Job Mame |F'uru::hase Crder

Print Job Description |F'uru::hase Order

Submit Assemble Regquest Cancel

42. Click Submit Assemble Request. A batch job will be initiated to Assemble a Draft PDF
version of the Solicitation.

Assemble Request

Meny Back Refresh

Requestid | Job Id | User Id Start Time End Time | Status Message |
v 48 13123 mshaw 05-03-2006 16:16.357 Spooling form data to print zerver
First Prewv Mext Last
Wieww Job Log Messages

43. Click Back to return to the document Header. When the job completes, go to the Action
Menu>>Attachments and Download the PDF file.

44. Submit the document to initiate workflow for approval.

NOTE: Write down your Document ID humber on your Student Card. You will
need this in the next exercise.
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5 — Record Vendor Responses Using the Solicitation Wizard.

Vendor responses are not recorded directly onto the Evaluation document but are instead individually
recorded using the Solicitation Response SR document or the Solicitation Response Wizard SRW
document. These responses are then loaded and consolidated in the Evaluation (EV) document.

Entering a Vendor Besponse using the Solicitation Response Wizard

Access your Procurement Workspace and click the Enter Bid Response link in the Secondary
Navigation Panel. Expand the Solicitation Response section. Click Solicitation Response Wizard
(SRWZRD). The Solicitation Response Wizard (SRWZRD) page opens.

Enter the Solicitation and Vendor Information on the SRWZRD page. The Solicitation Response
Wizard (SRWZRD) page allows you to initiate the Solicitation Response Wizard interface, which
enables manual or paper Solicitation Responses from a Vendor to be rapidly entered into the system.

Solicitation Response Wizard

Menuy
sk
wSolicitation Information

|Snlicitatinn Docurnent Code ; |RFB d
Solicitation Department ; [753 >

Solicitation Docurment 1D |0B0O0000019

vendaor 1D : [%C0000100001

w5olicitation Response Information

Solicitation Response Docurment Code : [SREYY
Solicitation Response Document Department : 758
Solicitation Response Docurnent Unit : |LIKIT

Solicitation Response Docurment 1D | iio Humhering i

]

Create Response Find Responses in Progress

e The Solicitation Document Code is the document code from the Solicitation for which you
want to record a Response.

e The Solicitation Department is the Document Department for the Solicitation for which you
want to record a response.

e You may manually type in the Solicitation Document ID if you know it or you may search for
it by clicking on the arrow to expand the pick list. The Solicitation Document ID page will
open. This page is a filtered list of all those Solicitation documents where the Let Date is
less then today’s date and the Solicitation has not been awarded. This page will be further
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filtered by the values that you have entered in Solicitation Document Code field and the
Solicitation Department field.

Select the Vendor that is responding to the Solicitation by choosing a Vendor ID under the
Solicitation Information section.

Indicate valid information into all four fields under the Solicitation Response Information
section or leave all four fields blank. If all fields in this section are left blank, then when the
Create Response link is selected, the system will default these values. If all four fields are
populated with valid data when the Create Response link is selected, then the system will
create the SRW document and will transition you to Step 1 of the SRW document.

Complete the Response Summary — This section displays the Solicitation and Vendor
information, which was entered on the SRWZRD page.

............. O View All (1 of 3): When Bidding on Service, a Service End Date must be entered. (A1396)
Document View SRW - 095- 050000058- 1- New- Draft
+ Step 1: Response SUmmary 7
- Action Menu
Solictation Summary. w

Default Infarmation Apply Default Values to Commodity Lines
Dizcount Information

Document Information

Document History
Document Reference

Future Triggering

[ Sten 4 Mod Authorization Salicitation : RFP-095-05000038 Total Bid : $30,114.00
Document Comments Salicitation Description : Architect_ural Senvices for Capital Plaza Close Date : 1172590045
Renovation Close Time : 13:24
Fhone © 555-0297
Is=uing Office : Capital City East Phonhe © §55-9999
Requesting Office - Capitol Annex Phone © 555-1111
Buyer: ashley jones Fa:
DEPT OF CRIMIMAL JUSTICE TRAIM Ctatus - Closed
ashley jones@ky.gov Standard-
Procurernent Folder: 50901 USCUIEHENITREE Service

Step 2 Commodity Response
Step 3t Critetia Response

~#Solicitation Summary

Solicitation Summary Information

r wDefault Information
Click the "Mo Bid" link to the left if yvou do notwish to respond at thistime, please set the Response Type '"NO BID' and provide 3
rzason in the comment fizld

Response Type : YWendor 1D |VCDDDD1DDD19

Legal Mame : FRAR PIMNKSTORMN
AliagiDBA  Fran Pinkston

Response Date @ |11/29/2005
Response Time : [13:00

Comments

There are two required fields in this section: Response Date and Response Time. The
data entered into these fields must be after the Let Date and less than the Closing Date
and Closing Time for the referenced solicitation.

NOTE: The Closing Time must be supplied in 24hr military time (e.g. 9:30 am=09:30,
2:00pm=14:00).

The Legal Name and Alias/DBA for the Vendor are inferred from the VCUST table. Users
may optionally enter prompt payment discounts and optionally record default Response
Types as well as default Comments. If Response Types and Comments have been
entered, and the Apply Default Values to Commodity Lines link is clicked, the system will
populate the corresponding values on the Step 2: Commodity Response section upon
saving.
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Complete the Commodity Response grid. This section displays all Commodity line items for all
Commodity Groups from the referenced Solicitation. Up to 15 Commaodity line items can be
displayed in the grid. If there are more than 15 Commodity line items, then you can navigate
between the records by clicking the Next, Previous, First, and Last links. The rows in the grid are
sorted by Group and then by Line Number.

SRW - 095- 050000058- 1- New- Draft

Commodity Line

Line Description Unit Price Contract Amount

Line _
Response Type Type Unit

«  Detautt 1 Architectural Services for Capital Plaza Renovation | Bid w | Service | |$SD 000,00
1
Defauft 2 Travel Expenses Bid | tem Ml I |U.3BDUUU I |
First Prev o To Mesxt Last
Previous Step Next Step

r Save T Lind I Print T \algale T Submit T Cloze ]

Menu

The Line Type determines the required fields for each Commodity line, as outlined in the table

below.
If the Line Type | Then the Required Fields are:
is:
ltem Response Type, Unit, Unit Price, Delivery Days
Service Response Type, Bid Contract Amount
Discount Response Type, Discount %, Effective To, Effective From, Bid Catalog
Catalog Response Type, Discount %, Effective To, Effective From, Bid Catalog

e The Response Type for each Commodity line defaults to “Bid”, but can be changed. You
can optionally enter data into the Comments field. If the Response Type for any of the
above line types is “No-bid” then you should only enter text in the Comments field;
however, the system will not prevent you from entering data in the other fields.

(]
g caldms 56 of 173



eMARS Course 602 — Advanced Procurement

e You may use the TAB Key to navigate through the grid. Using the TAB key will advance
the user to the next allowable field based on line type. If the cursor is in the last allowable
field for a row then using the TAB key will transition to the cursor to the first row on the next
line.

Complete the Criteria Response grid. This section displays all Evaluation Criteria lines for the
different Criteria Groups from the referenced Solicitation. Up to 15 criteria lines can be displayed in
the grid. If there are more than 15 lines, then you can navigate between the records by clicking the
Next, Previous, First, and Last links. The rows in the grid are sorted by Group and then by
Criteria Number. Only the required fields for each Line Item Type are editable.

SRW - 758- 060000084- 1- New- Draft

Group | Line # | Short Description | Response Type Date Response Humber Response

YesMo Response

v Detfault 1 Experience Text

| 15 yers

Defautt 2 Zervices Text | | immediate

Defautt 3 Qualifications Text | | ELESF{:]Z? rsu;.lﬁlil al

First Prev &o To Mesxt Last

The Response Type for each criterion on the Solicitation determines which response field is
required on the SRW.

If the Response | Then the Required Fields is:

Type is:

Date Date Response (mm/dd/yyyy)

Number Number Response (any numeric value)

Yes/No Yes/No Response

Text Text Response (Can be any combination of text and numbers up to 256
characters)

Click Validate and then Submit to finalize the SRW document. When you close the document you will
transition back to the SRWZRD page where you can enter a response for a new Vendor without
retyping the Solicitation ID.

NOTE: Approvals are not required for Solicitation Response Wizard (SRW) documents. They will
submit to final.
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If you need to modify a finalized SRW you must complete the Mod Authorization step.

SRW - 758- 060000085- 2- Modification- Draft

| Actian Manu I

Line | Modified On | Modified By | Authorized By
&% v 1 03092006 mzhawy

First Prev Go To Mext Last

typographical error detected
Reason :

Autharized On : [3/24/2006

Autharized By : [MSHAWY

Auth Methad : [verbal

Modified On : 02/0952006
modified By . mshaw

[ Provious Step |

In order to submit a modification to a SRW document, you must describe the reason for the
modification in the Reason field

e List who authorized the modification in the Authorized By field
¢ Record the date the modification was authorized in the Authorized On field.
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Exercise 2 — Record a Vendor Response to the RFB using the SR Wizard.

Scenario

You have received several paper responses to the RFB you created in Exercise 1. You must record
these responses into the system.

Task Overview

You will access the Solicitation Response Wizard from your Procurement Workspace and initiate
two Vendor Responses to the RFB document you created in Exercise 1. You will record the Vendors

price quotations and enter Vendor Responses to the Evaluation Criteria. You will create two SRW
documents.

Procedures

1. Access your Procurement Workspace and click Enter Bid Response in the Secondary
Navigation Panel. Expand the Solicitation Response section.

2. Click Solicitation Response Wizard (SRWZRD). The Solicitation Response Wizard page
opens.

3. Enter the Solicitation and Vendor Information on the SRWZRD page. The Solicitation Response
Wizard (SRWZRD) page allows you to initiate the Solicitation Response Wizard interface, which

enables manual or paper Solicitation Responses from a Vendor to be rapidly entered into the
system.

Solicitation Response Wizard

Menu
&k
=Solicitation Information

|Sulicitatinn Document Code : |[RFB ﬂ
Solicitation Department : 758 A
Solicitation Docurment 1D ; [0G00000002 ?

vendor ID - [+vCOOOD100042

wSolicitation Response Infformation

Solicitation Response Document Code
Salicitation Response Document Depatment :
Salicitation Response Docurment Unit

Solicitation Response Document 1D | Auto Murnbering [

|Create Besponse Find Responses in Progress
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Required Fields Values
Solicitation Document RFB
Code

Solicitation Department | See Student Card

Solicitation Document ID | Enter the RFB you created in the previous exercise

Vendor ID Enter Vendor 1 from Student Card.
For the second Response use Vendor 2 from your student card.

Solicitation Response Leave blank
Document Code

Solicitation Response
Document Department

Solicitation Response
Document Unit

Solicitation Response
Document ID

4. Click Create Response.
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5. Complete the Response Summary Section. This section displays the Solicitation and Vendor
information, which was entered on the SRWZRD page.

~ Step 1: Response Summary

Solicitation Summeary

Default Informstion

Dizcount Information

Documert Information

Step 2 Commodity Response
Step 3 Criteria Response

Step 4 Mod Authorization
Document Comments

Document History
Document Reference

Future Triggering

SRW - 758- 0600000003- 1- New- Draft
| Actian Maru I
Apply Default Yalues to Commodity Lines
~¥Solicitation Summary
Solicitation Summany Information
Solicitation : RFB-758-0600000002 Total Bid : $0.00
Salicitation Description : Buttans Army -kational Guard Cress Unifarms Close Date : 4110006
Close Time : 18:30
Issuing Office © armwhere Fhone : A402-57 3-6B06
Reguesting Office ; Cap Center Fhone : BE8-888-8888
Buyer : Phone
Procurement Folder: 34401 Fanc:
Status - Closed
Procurement Type © Standard Goods

~wDefault Infformation

reason in the comment fizld

Click the "Mo Bid" link to the left if wou do notwish to respond at this time, please setthe Response Type 'MO BIE and prowide a

Response Type © | Bid w Wendar [0 [WC0000100042
Legal Mame :
Y =T=T i1 =T
Comments
Fesponse Date
Fesponse Time :
pDiscount Information

Click the "Discount Information” link to the eft to offer a cash discounts for prompt payment.

 kDocument Information

Top
Required Fields | Values
Response Date | Today’s date

Response Time

Enter a time that is before the Close Time listed on the Solicitation you created

in Exercise 1.

Other Fields Values
Legal Name Inferred from the VCUST table.
Alias/DBA Inferred from the VCUST table.

Response Type

Comments

If Response Type and Comments have been entered, and the Apply Default
Values to Commodity Lines link is clicked, the system will populate the

corresponding values on the Step 2: Commodity Response section upon saving.
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L SRW - 758- 0600000004- 1- New- Draft
Step 1: Response SUMMEry
~ Step 2 Commodity Response
Step 3. Criteria Response Commodity Line
Step 4: Mod Authorization
Document Comments

Document History

Line Description Response Type i Unit Price Contract Amount

Document Reference ~ Default 1S Army Button 7 25 Line (hens) tem  Ea4 || ||
Future Triggering

First Prev Go To Mewxt Last

r Save T Lz T Print T Valdate T Subrmif T Close ]

Menu

Enter the following information for A and K Construction (Vendor 1):

Required Fields Values

Response Type Leave as defaulted.

Unit Price .86

Delivery Days 5

Comments Leave blank.

(Optional)
NOTE: If the Response Type for any of the above line types is no-bid then you
should only enter text in the Comments field; however, the system will not prevent
you from entering data in the other fields.

Enter the following information for Kentucky Outdoor Center (Vendor 2):

Required Fields Values

Response Type Leave as defaulted.

Unit Price .99

Delivery Days 9

Comments Leave blank.

(Optional)
NOTE: If the Response Type for any of the above line types is no-bid then you
should only enter text in the Comments field; however, the system will not prevent
you from entering data in the other fields.

NOTE: You may use the TAB key to navigate through the grid. Selecting the TAB key will advance
your cursor to the next required field based on line type. If the cursor is in the last required
field for a row then typing the TAB key will transition to the cursor to the first row on the next
line.
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7. Click Next Step and complete Criteria Response grid. Enter the Test Response for each criteria.

SRW - 758- 0600000004- 1- New- Draft

Step 2 Commodity Response
~ Step 3: Critetia Response

Step 4: bod Suthorization
Document Comments

Dl e v Default 1 LowestPrice  Text | |
Document Reference
Default 2 Delivery Yesiho | | ‘

First Prev Go To Mext Last

r Save T Uit T Print T Waldale T Submit T Cloze ]

Short Response YesMo

Description Type Date Response Number Response Response Text Response

Future Triggering

heny

Enter the following Criteria Response information for A and K Construction (Vendor 1):
Required Fields | Values

Text Response For evaluation criteria “LOWEST PRICE” enter “GREAT PRICING, SEE
ATTACHED”

Required Fields | Values
Text Response For evaluation criteria “DELIVERY” enter “YES”

Enter the following Criteria Response information for Kentucky Outdoor Center (Vendor 2):
Required Fields | Values

Text Response For evaluation criteria “LOWEST PRICE” enter “SUPERIOR PRICING”

Required Fields | Values
Text Response For evaluation criteria “DELIVERY” enter “YES”

8. Click Validate and check for errors. After correcting any errors, click Submit.

9. Click Close and you will be returned to the SRWZRD page. You can enter a response for a new
Vendor without retyping the Solicitation ID.

10. Record a second Vendor Response for Vendor 2 from your Student Card.
11. Delete the previous vendor’s code and enter the second Vendor’s, Vendor Code.
12. Complete steps 3-9 again for the next Vendor.
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6 — Consolidate and Evaluate Vendor Responses on the EV
document

The Evaluation (EV) document allows you to view responses from vendors for a specific solicitation.
Much of the information on the Evaluation document defaults from the Solicitation document. The
remaining information comes from the Solicitation Responses and from Evaluator documents.

The Evaluation document consists of a series of sections that display the information collected in
various views and totals the scores collected from the Evaluator documents for the Solicitation. The
Evaluation document is used to issue awards.

For off-line analysis, eMARS has the ability to generate a Bid-Tabulation in Microsoft Excel which can
be printed.

The Evaluation Process

To create the Evaluation (EV) document, Copy Forward from a Solicitation to the EV document.
Complete the Document Department, Document Unit and select Auto-Numbering.

Copy Forward
hdenu
From Document
Categary : |F'ROC Dioc Dept: ’?’587
Type : |SO Doc Unit W
Code : |RFB ID + |0600000019
Select Entire Document Warsion ’37

To Document

| Dioc. Department Code : |758 I Diocurment 1d |

Unit Code : [UMIT Auto Mumbering ;

Target Doc Type | Target Doc Code Description

SR sR Fespond to Zolicitation

S0 BAFO Re-Solict In Same Procurement
v EW EY Create EY from SO

First Prev Mext Last
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Load the Responses into the Evaluation document. After the Closing Date has passed you may load
all responses into the EV for inspection and analysis.

EW TG

Document Wiew EV - 758- 0600000005- 1- New- Draft
~" Heaer :
Action Meny
General Information M
Document Creation
=— Load Responses
Load Statistics
Load Statistics Details
Auvarded tems r*General Information
Bidl Tabulation - X A .
Evaluators Solicitation : |RFE Pricing Attachment Cpen Date
Solictation Commodity Ling FFres . . : .
— pwadBrlne Solicitation Dept : [758 Fricing Attachment Dpen Time :
iwarj E\-’ ?DrtDL]ID Solicitation Murnber - |DEE|DDDDE|19 Created By © mshaw
R Created On : 0372372006
Rank by Criteria Groug Procurement Falder : 37604 wadified By - h
Score by Evalustor Unclassified y Dd';'led OY' EHSSIQ::;DDE
teri odified Cn
E Buttons Army- Mational Guard
Comments Summary. Dress Unifarm
Evaluator Comments

Document Comments Biyer Bame : Matt Shaw
Document History Salicitation Close Date : 0372372006

Document Reference Solicitation Close Time : 14:00
Future Triggering =
FPublish : [»
Publish Date :
Document Closed Date ©

 kDocument Creation |

Top

e C(Clicking on the Load Responses link will bring all Solicitation Response documents into the
EV. This includes SRW, SR and Bids submitted through Vendor Self Service (VSS).

e The Publish check-box on the EV document is used to post Public Bid Opening information
for a Solicitation document to Vendor Self Service (VSS). This field defaults to unchecked
and this should always be populated, so that all awards made from the EV will be
posted as required by the Commonwealth.

Inspect the Load Statistics Details section to see all the Vendors who have responded and which bids
have been loaded into the EV.
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When evaluating a Vendor’s responses to a solicitation you have the option to build an Evaluation
Team. The Evaluator document allows you to establish a Bid-Evaluation team. The purpose of the
team is to have experts in the field score and asses Vendor Responses for a given opportunity. Each
user identified in the Grid will be sent an e-mail requesting them to completing an EVT document that
they can locate from the Document Catalog.

Document View EV - 758- 0600000007- 1- New- Draft
Header | Actian Mar I
Load Statistics
Load Statistics Details Create Evaluatar Document’s)
Gesledees Line Evalugtor ID Name | EVT Dept | EVT ID | Submitted?
Bid Tabulstion
¥ Evalustors 3 1 Im by Matt Shawy [
Zolicitation Commodity Line §
Lovvard By Line 5% 2 |fpinkst|:|n Fran Pinkstar| B
ix::g E: ?,:f;p 3% ¥ 3 |tsnapp Teresa Snapp |
Rank by Criteria Group Insert Mew Line Insert Copied Line First Frew Go To Hext Last
=core by Evalustar
Soore by Criteria [ s [ oo [ Pt vaidae [ Sumi [ Close ]
Comments SUmimEty Menu
Evalustor Comments

Document Comments
Document Higtory

Document Reference
Future Triggering

e The Evaluator ID is the eMARS User-ID of the person selected to perform the evaluation.

Once all the Users have been selected click Create Evaluator Document(s). Clicking this link will
create an EVT document for each User to complete.

EV - 758- 0600000005- 1- New- Draft

Header | Actian Men I
Load Statistics
= — -
Rl . Vendor Name | Alias/DBA | Entered | Response | Loaded for Evaluation | Published
Avvarded tems

Bl Tapuiation v PR Test?2 Marually 032352006 OI23/2006
EElEaE PR Test 4 Manually 032352006 0232006
Solicttation Commaity Line PR Test 5 Marually 032352006 OIZ3/2006

Lovard By Line First Prev o To Mext Last
Avvard by Group

Anvard by Tatal r Save T Linda T Print T Vafidate T Sulbmif T Closs ]
Fank by Criteria Group
Score by Evaluator

hdenu

Score by Criteris

Comments SUMmary

Evaluator Comments
Document Comments
Document History

Document Reference
Future Triggering

(]
g caldms 68 of 173



eMARS Course 602 — Advanced Procurement

Score Vendor Responses to Evaluation Criteria in the Score by Criteria section. This page allows
buyers to view and score the Vendors’ criteria responses directly on the EV document by clicking Load
Criteria Line. An exchangeable grid is used to switch between vendors. Evaluations that are entered

via the EVT document will not display on this section.

EV - 758- 0600000005- 1- New- Draft

| Action Mers I

Load Criteria Line Pelete All Lines

Criteria
Code

Vendor Response

De=scription

~  DELY Can the “Yendor meet the reguired delivery schedule. PR Test 2 fes 2 15

FRICE  Lowest Bidder Receives Poirts FR Test 2 Loaes! prce Sest ad |70
of the Rockies

B Yes

super stuff PR Test 2 10q 100

Fig
Wendor: PR Test2 >

e Click on the Load Criteria Line link to load in all of the Vendors’ responses to Evaluation
Criteria.

e Use the Vendor: link to toggle between Vendors and score each Vendor’s responses.

e Use the Points Awarded field to establish a score for each Vendor’s Evaluation Criteria
response.

Download all Bids into the MS-EXCEL Bid-Evaluation Template. From the Action Menu, click on
File>>Download Document.

Edit »

Schedule »

Approve  k

File: ¥ archive

Attachme  |narchive Documents. ..
Send Page
Add ko Favarites

Download Document

shawy |Download Documer
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Generate the Bid Tabulation Spreadsheet. Select the BID_EVAL template and click on the Generate

File button.

Document Templates

Browse Clear

Dacument Department ;

Menu

Target Application ; |

Template Mame : |

Max Download Lines

Template File Mame : |

Document Department

~ ALL BID_EWw AL

Template Name

Target Application
MZ-EXCEL

Max Download Lines
1000

Template File Name
BIDTAB.xls

T D120 Menl Ca=l

Generate File Badk

Inspect the Bid-Tabulation Spreadsheet. MS-EXCEL will open with the data from the Vendor’s

responses tabulated.

The Total Bid worksheet displays Vendors ranked lowest to highest based on the total cost of their bid.
The lowest Vendor will be placed on the left and the highest will be on the right.

A E | C | D | E

1 PR Test 4 PR Test5 PR Test2

2 |Line 1 528 240 1080

3 |Line 2 1080 1056 960

4 |Line 3 2880 4320 3600

& |Total Bid 4488 5616 5640

B

7

The Line Item Group worksheet consolidates all Vendors responses on a Commodity Group basis.
Vendors’ Responses to each group will be group together and then sorted lowest price to highest price.
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A | B | C | D | E |
2 |Group No  [Group Name Vendor Name Bid/No Bid Group Total Cost |
3N ken's buttons PR Test 4 Bid "4483.00
4 1 Men's buttons PH Test & Bid BE16.00
5 (1 Men's buttons PH Test 2 Bid BE40.00
B YWormnen's buttons FPE Test 4 Bid 000
7 Waormen's buttons PR Test 2 Bid .00
2 Waornen's buttons PR Test & Bid .00
]

The Line Item worksheet consolidates all Vendor Responses on a commodity line by commodity line
basis. All responses to the same line item are grouped together and then sorted in ascending order i.e.
lowest to highest.

] C | 1= 1 T | =] T | T | C
Line # Line Item Type Vendor Line Description Bid Oty Bid UOM Unit Price Line ltem Tota
3

1 Itern PR Test 5 US ARMY BUTTON-25 LINE (Mens)  12000.00000 EA '0.020000 240.00

i lterm PR Test 4 US ARMY BUTTON-25 LINE (Mens) "12000.00000  |EA '0.044000 28,00

i tern PR Test 2 US ARMY BUTTON-25 LINE (Mens)  12000.00000  EA 0090000 "080.00
P Itern PR Test 2 US ARMY BUTTON-30 LIMNE (Lady)  112000.00000  (EA 0080000 6000
P ltern PR Test 5 US ARMY BUTTON-30 LINE (Lady) 12000.00000  EA '0.088000 "1056.00
P ltern PR Test 4 US ARMY BUTTON-30 LIME (Lady)  12000.00000 | EA 0090000 "080.00
E] Item PR Test 4 US ARMY BUTTON-36 LINE (Mens)  S96000.00000 | EA '0.080000 ©1880.00
] ltern PR Test 2 US ARMY BUTTON-35 LINE (Mens) 36000.00000 EA 0100000 "3600.00
E] ltern PR Test 5 US ARMY BUTTON-36 LINE (Mens) 36000.00000  |EA T0.120000 "4320.00

Save the MS-EXCEL file to your local file system. You may attach the Bid Tabulation to the Evaluation
document for future reference.

Record an Award Justification for each Vendor receiving an award on the Evaluator Comments

section. At least one comment must exist for all Vendors selected for award. If a comment does not
exist an error will be received upon attempted creation of the award document.

Evaluator comments can also be recorded for Vendor not receiving an award. Buyers can record
reasons for bid rejection or other pertinent information that should be included in the bid file.
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EV - 758- 0600000005- 1- New- Dratft
| Atian Meanu I
Evaluator Comments
Line | Evaluator Date Vendor | Alias/DBA Comments
&% v 0 03/23/2008
In5ert Copied Line Eirst Frew Go To Mest | 3t
Besponse : PR Test2 >
Date : 03232006
Comments
r Save T Lndz T Print T Valdate T Submif T Cioze ]
hlenu

e Comments — Record your award justification in this box.
e Use Response: Vendor to toggle between Vendors.
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Choose how the award will be generated. Awards can be generated one of three ways: Award by
Total, Award by Group or Award by Line. You will need to complete only one of these sections to
determine who will be granted the award.

If you are awarding the total document to a Vendor you will choose the Award by Total section. Award
all line items to a Selected Vendor by choosing the Vendor in the Grid section and selecting the Award
All? Check-box. After making the selection in this section, transition to the Header, expand the

Document Creation section, and generate the Award document.

EV - 758- 0600000005- 1- New- Draft

Award by Total

1 PRTests
v 2 PR Test 2
5 PR Testd

Line | Wendor Name | Alias/MBA | Adjusted Total | Total Points | All Lines Bid?

0 true
185 true

0 true

| Actian Mani I

Response Link

SR S8 0600000022

SR 58 0600000021

SR S8 0600000023

First Prewv Go To Mext Last

Total Points

Minarity Cwned Enterprise

Wiormen Cwned Enterprise

All Lines Bid? :

~
~

Total Bid

S k564000

Factor:

©185 Adjusted Total :

v

Aaard AllY
Re-Salicit

-

e Selecting the Award All? check-box indicates that you would like to create an award for the
Vendor selected in the grid section for all commodity lines on the Solicitation.

e Selecting the Re-Solicit check-box indicates that no award will be created.
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If you are awarding by Commodity Group(s) you will choose the Award by Group section. In the Grid
section, select a Group and Vendor with which to create an Award. After making the selection,
transition to the Header, expand the Document Creation section, and generate the Award document.

EV - 758- 0600000005- 1- New- Draft
| Actian Many I
Award by Group
falze Men's huttons PR Test S Bicd F2 616.00
falze Wiamen's buttons PR Test S Bic F0.00
~  falze Men's huttons PR Test 2 Bicd 2 640,00
falze Wiamen's buttons PR Test 2 Bic F0.00
falze Men's huttons PR Test 4 Bicd 4 455.00
falze Wiamen's buttons PR Test 4 Bic F0.00
First Prev o To Mewxt Last
Bovard o v
Re-Salicit: [~
Commaodity Group : Men's buttons
YVandor: PR Test2
Alias/DBA,
Fesponse Type © 1
Total Amount © §5,640.00

e Selecting the Award check-box indicates that you would like to create an award for the
Vendor selected in the grid section for all Commodity lines in the selected Commodity
Group.

e Selecting the Re-Solicit check-box indicates that no award will be created for the
Commodity Group in question.
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If you are awarding Commaodity Line(s) to a Vendor you will choose the Award by Line section. In the
Grid section select a Vendor with which to create an Award. To select a different line for award, click
on the link at the bottom of the grid. After making the selection, transition to the Header, expand the

Document Creation section, and generate the Award document.

EV - 758- 0600000005- 1- New- Draft

| Action Many I
Award By Line
Award Created? Alias/DBA | Resp Type | Award Quantity | Contract Amount
false false PR Test S Bicd 3600000000 000 F4,32000
true false PR Test 2 Bicd 3600000000 0.00 $3,600.00
~ falze falze PR Test 4 Bid 36000.00000 0.00 $2,880.00

First Prev o To Mext Last
I Group Men's buttons: S9008 >

Re-Solicit: [
Mo fgward o [

Yendaor: PR Test 4
AliasiDBA:
Fesp Type © Bid
Armount: §2,880.00

Awward Guantity ; |SEDDEI.DDDDEI

Contract Amount ; |E|.EIEI

e Selecting the Award check-box indicates that you would like to create an award for the Vendor

selected in the Grid section for the selected Commaodity lines.

e The Award Quantity is used to split how many individual units of quantity are being awarded.

You may award over the total quantity of the Solicitation line.
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Generate the Awards one Vendor at a time from the Documents Creation section in the EV Header.
When an award is generated from the EV it will take information from several places:

e Terms and Conditions and Supporting Documents will be copied from the Solicitation.
e Accounting information will be copied from a referencing Requisition (RQS), if it exists.

e Pricing will be taken from the Vendor’s bid as recorded on the Solicitation Response
(SR/SRW) document.

e The Vendor will be taken from the Solicitation Response (SR/SRW) Document.

NOTE: Award documents with Accounting consequences that reference a Requisition will be
generated with a MEMO Commodity and Accounting line reference back to the Requisition (RQS). The
reason for this is to allow for multiple awards without closing out the Requisition Commodity lines. If you
desire to close out the Requisition and prevent future awards from being generated, you must change
the reference to Final.

EV - T58- 0600000005- 1- New- Draft

Load Responses
Ll

pGeneral Information

<wDocument Creation

Document Cade : |CT

Document Department Code ]?58

Document Unit Caode : [LUMIT
Docurment Prefix:

Create Document

Top

e The Document Code field allows user to select the target document code that will be
created (e.g. Master Agreement (MA), Contract (CT) or Purchase Order (PO), ect)..

e C(Clicking Create Document will create the document for the Vendor and line items selected
on Award by Total, Award by Group or Award by Line sections.

NOTE: A single Solicitation line may not be awarded twice to the same Vendor.
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a single Vendor.

NOTE: Only one Award may be created at a time. Every time the Create Document link is clicked,
the Award by Total, Award by Group or Award by Line sections may only have selections made for

Inspect the Award Items section to track how each line was awarded. You may open the Generated
documents by clicking on the Hyperlink Document ID.

| NOTE: If anitem is deleted from a generated award it will correspondingly be deleted from this inquiry.

EV - 758- 0600000005- 1- New- Draft

Line | SO Commodity Line No Award Link
CT,758,0600000021

CT,758,0600000021
CT,758,0800000021
CT,758,0600000022
CT,755,0600000023
CT,755,0600000023
CT,755,0600000023

- @ ot 4w R
LI O e LU S )

Vendor Code
WiZO000100005
WiZO000100005
WiZO000100005
w0000 00004
WoO0001 00002
WoO0001 00002
WoO0001 00002

Vendor Name | Alias/DBA | Quantity Awarded | Contract Amount | Discount

PR Test 5
PR Test 5
PR Test 5
PR Test 4
PR Test 2
PR Test 2
PR Test 2

12000.00000
12000.00000
3E000.00000
12000.00000
12000.00000
12000.00000
36000.00000

0.00
0.00
0.00
0.00
000
000
000

Eirgt Prens Go To Hewd | 3=t

When the Awards that were generated from the EV have been submitted to Final, you will return to the
EV document and submit it to final as well. This action will trigger the upload of Award information to

Vendor Self Service (VSS).

)
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Exercise 3 — Evaluation and Tabulate Vendor Responses to the RFB using
the EV document and Excel document download

Scenario

You need to evaluate and compare the Bids that came in for the RFB for Buttons you created in
Exercise 1 and the Responses you created in Exercise 2. You need to award a three-way-match
Contract (CT).

Task Overview

Access the RFB you created in Exercise 1 from the Document Catalog and Copy Forward to an EV
document. When the EV is created load in all of the responses and initiate the Public Bid Reading in
VSS. Inspect and score the Vendor’s responses to your evaluation criteria.

Download the EV document into a Bid-Tabulation spread-sheet and record an Award Justification using
the Evaluator Comments section for each Vendor being awarded a Contract (CT). You will award
multiple Contracts from the EV using the Award by Line and Award all sections. Once the contracts
have been generated you will access them from the awarded items inquiry and Submit them to Final.
Once all awards have been Submitted to Final return to the EV document and Submit it to Final.

Procedures

1. Access the Document Catalog and open the RFB you created in Exercise 1. If you have not
logged out since it was created, you may open you History in the Secondary Navigation Pane to
find a Hyperlink to the document. Click Search in the Secondary Navigation Panel and click
Document Catalog. Enter the Document ID of the Solicitation you created in Exercise 1

2. Click Copy Forward from the RFB to create the EV document.

Copy Forward
hdenu
From Document
Categary | [PROC Doc Dept - |758
Type : |30 Doc Unit - JUNIT
Code : |RFB ID : |0500000013
Select Entire Document : Yarsion : |3
To Document
Doc. Department Code © [758 Document 1d ; |
Unit Code : [UNIT Ato Mumbering ;
Target Doc Type | Target Doc Code Description
SR SR Respond to Saolicitation
S0 BAFC Re-Salict In Same Procurement
+ EY Ev Create EY from S0
First Prew MNest Last
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Enter the following information:

Required Fields Values
Doc. Department Code | See Student Card
Unit Code See Student Card

Auto-Numbering

Select the check box.

3. Click the EV line in the grid as your Target Document Code

Click OK. An Evaluation document (EV) is created.

5. Click Load Responses to bring all Solicitation Response documents into the Evaluation Document
(EV). This includes SRW, SR and Bids submitted through Vendor Self Service (VSS).

+ Header
General Information

EV - 758- 0600000005- 1-

Document Creation
Load Statistics
Load Stetistics Details
Auvarded fems

Bid Tabulation

Evaluators

Solictation Commodity Line
Awvard By Line
Awvard by Group
Awvard by Total
Rank by Criteria Grougp
Score by Evaluatar
Score by Criteria
Comments Summary.
Evaluator Comments
Document Comments
Document History
Document Reference
Future Triggering

Load Responses

~wGeneral Information
Solicitation
Soalicitation Dept

Solicitation Mumber

Procurament Falder

Buyer Marme
Solicitation Close Date :
Saolicitation Clage Time :

Mew- Draft
| Action Meny I
RFE Fricing Attachment Open Date
7a3 Fricing Attachment Open Time

|DE000000 19

37604
Unclassified

Buttons Army- Mational Guard
Dress Uniform

Matt Shawe
037232006
14.00

FPublish: W

Fublish Date
Document Closed Date

Created By
Created On :
modified By
Wodified Cn :

mshaw
0372372006
mshaw
03/23r2006

 BDocument Creation

Top

6. Enter the following required fields:

Required Fields

Values

Publish

Click to select.

)
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eMA

7. Click Load Statistics Details on the Secondary Navigation Panel. Review this section to see all the
Vendors who have responded and which bids have been loaded into the EV.

EV - 758- 0600000012- 1- New- Draft

Header | Action Manu I
Load Statistics

Tl S e |

| oo dsitsiles Deigls | Vendor Name Alias/DBA | Entered | Response | Loaded for Evaluation | Published
Auvarded tems

Bid Tabulation + & and K Construction Manually 050172006 0501 72006

Evaluators Kentucky Outdoor Certer Manually 043002006 0501 72006

Solicitation Commodity Line First Frew %o To Next Last
Auvare By Line
Ayvard by Sroug r Save T Limdoy T Frint T Waldate T Submif T Close ]
Auvard by Total Menu
Eank by Criteris Group
Score by Evaluatar
Score by Criteria
Comments Summary
Evaluator Comments
Document Comments
Document History

Document Reference
Future Triggering

8. Click Score by Criteria on the Secondary Navigation panel. This page allows Buyers to view and
score the Vendors’ criteria responses directly on the EV document by clicking Load Criteria Line.
An exchangeable grid is used to switch between Vendors. Evaluations that are entered via the EVT
document will not display on this section.

EV - 758- 0600000012- 1- New- Draft

| Action Merws I
Load Criteria Line [Delete All Lines

Description Vendor Vendor Response

‘ Criteria

Code
« PRICE  Lowest Bidder Receives Poirts Wertucky Outdaor Certer el ey sq 40
DELY Can the Wendor meet the required delivery schedule.  Kentucky Outdoor Center Yes & 45
Bl Totioadlact

I Mendor: Kentucey Outdoor Center > I

9. Click Load Criteria Line to load in all of the Vendors’ responses to Evaluation Criteria.
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10. Score Vendor Responses to Evaluation Criteria. Use the Points Awarded field to establish a score
for each vendor’s Evaluation Criteria Response. Enter the following scores for each Vendor. To
toggle between Vendors and score each vendor’s responses, click the Vendor link.

Required Fields | Values

Points Awarded | Vendor: A & K Construction
PRICE: 50
DELIVERY 50

Vendor: Kentucky Outdoor Center
PRICE: 43
DELIVERY 27

11. From the Action Menu click on File>>Download Document to download all Bids into the MS-
EXCEL Bid-Evaluation Template.

Edit »
Schedule »
Approve B
File » Archive
Attachmi  |narchive Documents. ..
Send Page
&dd ko Favorites

Download Document

shaw |DDWI‘||EIE|I:| Diocurmer

12. To generate the Bid Tabulation spreadsheet, select the BID EVALUALTION template and click
Generate File.

Document Templates

henu

EBrowese Clear

Document Department ; Target Application ; |
Template Mame : | hax Dowenload Lines

Template File Mame : |

Document Department | Template Name | Template File Name | Target lication | Max Download Lines
AL BID_Eh il BIDTAB xls MS-EXCEL 1000

FISL DTE0 MERt o=t

Generate File Badk

13. When given the option to Open or Save the file, click Open on the windows dialog box.

(]
gCGI dimns 810f 173



eMARS Course 602 — Advanced Procurement

14. The MS-EXCEL opens with the data from the Vendor’s responses tabulated. Inspect the Bid-

Tabulation spreadsheet.

a) The Total Bid worksheet displays Vendors ranked lowest to highest based on the total cost of

their bid. The lowest Vendor will be placed on the left and the highest will be on the right.

A E | C | D | E

1 PR Test 4 PR Test5 PR Test2

2 |Line 1 528 240 1080

3 |Line 2 1080 1056 960

4 |Line 3 2880 4320 3600

& |Total Bid 4488 5616 5640

B

7

b) The Line Item Group worksheet consolidates all Vendors responses on a Commodity Group
basis. Vendors’ Responses to each group will be group together and then sorted lowest price to

highest price.

A B | C | i | E |
2 |Group No |Group Name Vendor Name Bid/No Bid Group Total Cost |
3|1 hMen's buttons PR Test 4 Bid "1488.00
4 1 hMen's buttons PR Test & Bid BE16.00
5 [1 hen's buttons PR Test 2 Bid "EE40.00
B Women's buttons PR Test 4 Bid 0.00
7 Wiomen's buttons PR Test 2 Bid 000
a YWormnen's buttons PH Test & Bid 000
]

c) The Line Item worksheet consolidates all Vendor Responses on a commodity line by
commodity line basis. All responses to the same line item are grouped together and then sorted
in ascending order i.e. lowest to highest.

| [=] | = 1 T | = [ T 1 C
Line # Line Item Type Vendor Line Description Bid Oty Bid UOM | Unit Price Line ltem Tota
*
1 ltern PR Test 5 US ARMY BUTTON-25 LINE (Mens)  12000.00000 | EA '0.020000 240,00
i ltern PR Test 4 US ARMY BUTTON-25 LINE (Mens)  12000.00000  (EA 0.044000 '528.00
i Item PR Test 2 US ARMY BUTTON-25 LIMNE (Mens) 1200000000 | EA '0.050000 "080.00
P ltern PR Test 2 US ARMY BUTTON-30 LINE (Lady) 12000.00000 EA '0.080000 BE0.00
= Itern PR Test 5 US ARMY BUTTON-30 LINE (Lady)  12000.00000  EA 0088000 "056.00
o lterm PR Test 4 US ARMY BUTTON-30 LIMNE (Lady) "2000.00000  |EA '0.090000 "1080.00
E] tern PR Test 4 US ARMY BUTTON-36 LINE (Mens) 35000.00000  EA 0080000 580,00
E] Itern PR Test 2 US ARMY BUTTON-36 LINE (Mens)  56000.00000  EA 0100000 "3600.00
] ltern PR Test 5 US ARMY BUTTON-36 LINE (Mens) S8000.00000  |EA 0120000 "4320.00

5
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15. Save the MS-EXCEL file to your Desktop. You may attach the Bid Tabulation to the Evaluation
document for future reference. Close MS-Excel and return to the EV document.

16. From the Document Templates page, click the Back link to return to the EV document.

17. Click Evaluator Comments on the Secondary Navigation Panel. You must record an Award

Justification for each Vendor receiving an award on the Evaluator Comments section prior to the
creation of the award document. If a comment does not exist, you will receive an error message

when you attempt to create the award document.

NOTE: When you initially transition to this page the Comments field will not be disabled. (e.g. you
will be able to type information in that field. HOWEVER, the text will not be saved unless you have

inserted a new line).

EV - 758- 0600000005- 1- New- Draft

Actian Meny

Evaluator Comments
Line | Bvaluator Date Vendor | Alias/DBA Comments

&% v 0 03/23/2006

|In5&rt M ey Linellnsert Copied Line Firgt Prow &a To Mexd | a3t
Rezponze (A& K Construc

Drate : 032272006

samiments ;

r Save T Lindo T Print T Vakdale T Submif T Close ]

MMenu

18. Click Insert New Line and enter the following required fields:

Required Fields | Values

Comments A & K Construction Kentucky Outdoor Center
Lowest Price for Buttons fastest Second best pricing.
delivery.

)
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19. Click Award by Total link on the Secondary Navigation Panel.

20. Select “A and K Construction” Vendor in the grid section.
21. Enter the following required fields:

EV - 758- 0600000012- 1- New- Draft

| Actian Menu I

Award by Total

Vendor Hame AliazBA | Adjusted Total | Total Points | All Lines Bid? Response Link

- 1 Kentucky Outdoor Center 85 true SR TE 0600000004
2 A and K Construction 0 true SEWW 58 060000001 4

First Prev Go To Mext Last

Minarity Owenied Enterprise: [ Total Bid ; $2,100.00
Women Cwned Enterprise - [ Factor:
Total Points : 85 Adjusted Total
All Lines Bid? v Aovard Al?
Re-Solicit: [~

r Save T Lindz T Frint T \aldate T Subrmit T Cloze ]

henu

Required Fields | Values

Award All? Click to Select

Re-Solicit Leave blank

All Lines Bid? Leave checked

22. Click Header on the Secondary Navigation Panel.
23. Expand the Document Creation section and generate the Award Document.

)
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EV - 758- 0600000012- 1- New- Draft

Load Responses
Sk

| Actian Wenu I

r kGeneral Information

~wDocument Creation

Document Code |CT

Document Depatment Code |?5Ei

Documment Unit Code : [URIT
Document Prefx

Create Document

Top

T

Lo

T

Print

T

Yaldale

T

Submif

T

Cloze

]

Menu

24. Enter the following required fields:

Required Fields | Values

Document Code CT

25. Click Create Document

)
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26. Click Awarded Items on the Secondary Navigation Panel. This view allows you to inspect how
each line was awarded. You may open the generated documents by clicking the Hyperlink Doc
ID.

NOTE: If an item is deleted from a generated award it will correspondingly be deleted from this
Inquiry.

EV - 758- 0600000005- 1- New- Draft

| Actian Menu I
Line | SO Commodity Line No Award Link Vendor Code | Vendor Name | Alias/DBA | Quantity Awarded | Contract Amount | Discount
s 1 1 CT.758,0800000021 “CO000100005 PR Tests 12000.00000 0.00
2 2 CT7580800000021 “COO00100005 PR Tests 12000.00000 0.00
3 3 CT.75806800000021 COO00100005 PR Tests 3E000.00000 0.o0
4 1 CT.7580B00000022 “COO00100004 PR Test 4 12000 00000 0.00
5 1 CT.7580600000023 %COO00100002 PR Test 2 12000.00000 000
5] 2 CT 7580600000023 “COO00100002 PR Test 2 12000.00000 0.00
7 3 CT.758,0600000023 “COO00100002 PR Test 2 36000.00000 000

Eirgt Prens Go To Hewd | 3=t

Please wait before going on with the exercise.
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7 — Contracts

The Contract is the centralized award document to be used by the Office of Material and Procurement
Services (OMPS), Kentucky Transportation Cabinet (KYTC) and Department of Engineering and
Contract Administration (DECA) for one-time purchases.

Contracts that are primarily for goods should be established on the CT document. Contracts that
primarily for services should be established on the CT2 document. These two documents are identical
except that the CT2 does not require a Receiver Document for payment to be initiated.

Contracts can either be created from the Procurement Workspace or can be generated from the
Evaluation (EV) document.

Contract Document

Once in the Awarded Items section of the EV document you can inspect how each line was awarded.
You will open the generated document(s) by clicking the Hyperlink Doc ID.

Click the Hyperlinked Doc ID to open the CT document. The document opens in Draft status to the
Header page. You will need to click Edit to insert information into the required fields.

NOTE: Most fields with in the document will be populated with the information from the Solicitation.

Complete the required and optional information in the Contract Header:

CT - 758- 0600000021- 1- New- Draft

Load T and C Ship/Bill Ta Lines

Load Accounting Frofile

Assemble Document View Assembly Request
Header

sk

=General Information

Document Mame : Heleol: |
FCard Exp -
I [P Frocurement Folder . 37604
Budget FY: I AT T =T =1 TS E= s B Lo T - E—
Ficcal Year : ’7 Frocurement Type 1D 0|24
Period : Cited Authority : [FAP111-35-00-G
- Competitive Sealed Bid-
Document Description - |DTENS Army- Mational Guard Gaodsinat Matar Yehicle nor
Dress Unifarm Computers
Actual Amount  $5616.00 rcwummg Frofile | I
Cloged Amount ; §0.00
Terms Template . |

Closed Date :
Confirmation Crder: [~

Default Form : |

Last Print Date

Total of Header Attachments : 0
Total of All Attachments © 4

O
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e The Document Description is required and will infer with the information from the Solicitation
document. The description is also searchable from various inquiries like the Procurement
Document Inquiry (PRCUDOC).

e Select a Procurement Type ID that corresponds to the business process being followed.

e The Cited Authority represents the authority which enables a user to enter the specific
document for the amount specified on the document. This list is pre-filtered by your selection in
the Procurement Type field.

e You may wish to select an Accounting Profile to populate the Accounting Distribution section.
Once you have selected an Accounting Profile, click Load Accounting Profile to populate the
Accounting Distribution section with the Accounting lines associated with the profile. The
profile is comprised of one or more Accounting templates, which equate to a common coding
string, or a single accounting line. You may also wish to establish the funding for the document
by assembling a template or templates on the Accounting Distribution section, or entering the
Fund and Detail Accounting information directly on the Accounting Distribution section, or
on the commodity lines.

NOTE: Do not enter a Budget FY, Fiscal Year, or Period. They will be automatically populated for
you when the document is submitted to final.

Complete the Contact section:

wContact
Issuer 1D |mshaw Team 1D :
Matt Shaw =S ﬁstrl‘:‘:
A aw
02-573-6806
t sh A02-5T3-680A
matt. shawiEky ooy
A rriatt. shave @k ooy
Reguestor 1D : |mshaw

Marme : |Matt Shaw

FPhone Murmber |502-5?3—EBDE

Email : |matt.5haw@ky.gnv

e The Issuer ID field will default to your information. If your are completing the document on
someone else’s behalf then pick their record from the pick-list by clicking on the arrow next
to the Issuer ID field.

e The Requestor ID field will default to your information. The Requesting ID field is used to
identify for whom the goods or services are being requested (e.g. who will actually be using
the items or services on this contract. If your are requesting these items or services on
someone else’s behalf then pick their record from the pick-list by clicking on the arrow next
to the Requestor ID field.

(]
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Complete the Extended Description Field (optional).

wxdended UESCTIﬁtIOII

Marlow-Brite buttons. Available in Mens and Wornens| You &
may also buy individual buttons based on size or entire sets.
Choose your options below. Pricing is based upon the button

Extended Description : - .
) and style selected (i.e. Regular or Engineer).

MOTE: The unit price listed below is for the complete pairor »

e The Extended Description field can be used to further describe the nature of the
requirements being requested. This field can store up to 1500 characters of text. This field
does not print.

Complete the Default Shipping/Billing section. If the same Shipping and Billing information should be
used on all lines or most lines of the Purchase Order then complete this section. When you are
creating Commodity line items you may click Ship/Bill To Lines to have this information automatically
populated on the line item. (Optional)

whefault Shipping/Billing

Shipping Location : 111480 ﬂ Billing Location : [111954
FT. CAMPEELL BOULEYARD 1427 CAMPBELLSBURG ROAD Hywy 421
225361 MORTH
551 DEPT OF WOCATIONAL REHAR 328285
FT. CAMPEELL BOULEYARD CFC CBS
HOPKIMEVILLE 1427 CAMPBELLSBURG ROAD Hwy 421
MORTH
K
47741 MEW CASTLE
Ky
40050
Shipping Method us

Frae On Board :

Delivery Date - Billing Additional Infa

Delivery Type w

Shipping Additional Info

e The Shipping Location field is used to identify where the goods requested on the Requisition
should be delivered. To select a Shipping Location click on the arrow next to the Shipping
Location field to access the Shipping Location pick-list. If you already know the Shipping
Location code you may record it directly in this field without accessing the pick-list. The
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Shipping Location code, however, must be valid on the Procurement Location (PLOC)
reference table.

e The Shipping Additional Info field is used to record any specific instructions about the
packaging and shipping of the goods being requested. This field can store up to 1500
characters of text. This field does not print.

e The Billing Location field is used to identify where the Vendor’s Invoice should be mailed.
Click on the arrow next to the Billing Location field to access the Billing Location pick-list. If
you already know the Billing Location code you may record it directly in this field without
accessing the pick-list. The Billing Location code, however, must be valid on the
Procurement Location (PLOC) reference table.

e The Ship/Bill To Lines link will automatically distribute the Shipping and Billing Locations to
each existing Commodity line in the document. Your Commodity lines must be built prior to
distributing the Shipping and Billing Locations.

e The Delivery Date field is used to enter the date by which you will need the goods being
requested to be delivered.

NOTE: Do not complete the Shipping Method, Free on Board, Shipping additional
information, Billing Additional Information and Delivery Type fields. These fields are not
required. These fields do not print-out.

Inspect the Vendor Section. The Vendor information is inferred from the Evaluation document.

CT - 758- 0600000021- 1- New- Draft

Load T and C Ship/Bill Ta Lines

Vendor Line | Vendor Customer | Legal Hame | Line Amount | Modified

- 1 %C00007 00005 PR Test S FSE16.00 falze
First Prev Go To Mext Last
sk
+Alendor
Wendor Customer : |\/CE|I:IDEI1DEIEID:5 Yendor Contact 1D : |F'CDI:|1
Legal Marne : PR Test & Vendor Contact Mame |Ju|ie Doane
Alias/iDBA
Yendor Contact Phone © |S02564-954 1
Address Code : |ADIZIIZI1 |
100 Test Lane Vendor Contact Phone Ext.
Frankfort Wendor Caontact Email [julie_dnane@ky_guv
48
40601
us Secondary Reasan :
Weh Address hitpar
Yendor Preference Level : |99 Modified : |false
bDiscount
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Complete the Accounting Distribution Section. The Accounting Distribution panel is used to build
a list of Accounting lines with a given percentage of distribution for the purpose of applying that
distribution to each Commodity line automatically.

Once you have entered the initial set of Accounting lines, the system can automatically replicate these
Accounting lines for each of the commodities. Based on the percentages associated with each of the
Accounting lines, the system also automatically calculates the correct funding.

When a distribution has been built on this panel and the document is validated, the Distribute
Accounting Lines link will be available. Clicking on this link will apply the listed Accounting lines to
each commodity line. Clicking Distribute Accounting Lines will overwrite any pre-existing Accounting
lines. Clicking this link prior to the completion of the Commodity lines will result in no activity. There
must be Commaodity lines in place to distribute the Accounting Lines.

NOTE: The Accounting Distribution panel is not a document level summary of the Accounting lines
associated with all Commodity Lines. It is a method of distributing a common accounting string or
strings to all Commodity lines on the document.

CT - 758- 0600000021- 1- New- Draft

Load T and C Ship/Bill To Lines

Line | Distribution % | Total % | Modified

& 1 40,0000 100 falss

3% v 2 £0.0000 100 false

Inzert Mew Line Insert Copied Line First Prev Go To Mext Last
I Distribute Accounting Lines I

7k

wGeneral Information

| Distribution % : |50.0000 I

Total % : {100

IAccnunting Template : JJWREID I

Modified : [false

b

pDetail .ﬂC{Expandll'CoIIapse Fund Accounting

e For each line in the distribution, an Accounting Template may be selected. If selected then
accounting elements associated with the template will populate the Fund Accounting and
Detail Accounting sections.

e For each line in the Accounting Distribution, a Distribution % must be assigned. The
percentage should be entered as a number between 0 and 100 with a maximum of four
decimal places. The sum of all distribution percentages for all lines in the distribution must
equal exactly 100.
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e If an Accounting Template is not being used then the individual accounting elements must
be specified in the Fund Accounting and Detail Accounting sections.

NOTE: eMARS does not validate the accounting elements being recorded in this section. Validation

does not occur until the lines have been distributed to the Commodity lines.

Inspect the Commodity section. The Commodity section of the Contract is used to list all distinct
goods or services being requested. This information will infer from the Solicitation document but can be

modified.

Inspect the General Information section:

CT - 758- 0600000021-

1- New- Draft

Load T and C Ship/Bill To Lines

Line

&% By -

1 US ARMY BUTTOMN-25 LIMNE (Menz)

Line Amount | Modified
F24000 falze

CL Description

Inzert Mew Line Insert Copied Line

Action Menu

First Prew Go To Mext Last

Mendor 1: VCODDO100005 >

bk
wGeneral Information

Load T and C Ship/Bill From Header

L Description - US ARMY BUTTON-25 LINE (Mens) T & C Template :
Fixed Azset: [
Warehouse : | Lock Order Specs ;. [
Cormmodity |590E|8 Lock Catalog List Price
Stack Itern Suffix: | YWendor Preference Level ;|99
Buttons, All Kinds
Supplier Part Number:| Commodity Specs |
Line Type : | ltem A
Guantity : |12EIEID.DDEIDD ITER 1-16E50-2699-14907 / US
. ARMY BUTTOR-22 LIME WITH
Unit: |EA Extended Description : |[TOGGLE
Unit Price : |$D.02
) ] ] hdare Text
Discounted Unit Price : |$D.02 Mon-Reserved Funding Open Armount Total © $0.00
List Price - |$DDD tern Sub Total © $240.00
[ T 1 Tax Amount . §0.00
Contract Sroount - Iq.‘ﬂ [0 Line Amount © §240.00

e The CL Description field is used to record a brief description of the good or service being
requested. This field does print-out on all documents and is used on subsequent Procurement
Documents. This field is displayed in the grid area of the Commodity section in order to help
you identify which line you would like to inspect or modify.

e The Commodity field is used to store the NIGP commodity code that most closely matches the
item or service being purchased. This field is used primarily for classification purposes. When
creating a Contract it is important to make the first commodity the one that is most relevant to

)
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the Contract as a whole. The first commodity code is used by EMARS to determine which office
will receive the Contract for processing.

e The Line Type field is used to select how the cost of the line item will be established. Generally
speaking, goods should be recorded with a Quantity, Unit of Measure and Unit Price and
Services should be entered as Contract Amount.

o When you know the Unit Price a Line Type of “ltem” should be selected. The Unit of
Measure, Unit Price, and Quantity are required.

o If the unit cost is unknown or not applicable the lump sum cost of the line should be
recorded in the Contract Amount field. In this case a Line Type of “Service” should be
selected. When the Line Type is Service then the Service From and Service To dates
are required. These dates are the effective dates for resultant award document.

e The Extended Description field is used to provide a detailed description of the desired
item. Up to 4000 characters of information can be stored in this field. To access a larger
field in which to type the extended description click on the More Text link.

Commodity Extended Description

henu

Save Cancel Retumn to Line ftem Commaodity Groop 1 Commaodity Line tem ;2

Felican®'s exclusive 90° crank shaft requires less pedaling effort, which means more cruising with less
work, And its kick-up rudder system provides quicker turn response and safer beaching.
Accommodates up to 3 passengers (2 adults, 1 child). Adjustable seat backs make for a comfy ride.
Also has built-in cooler with walk-on lid. Built-in positive flotation helps the Fiji ride higher in the water to
keep passengers dry and comfortbale. Constructed of super-durable Ram-#Bhigh density polyethylene.
Color: Sunset Yellow £ Mountain Mist,

Specs:

Length: 7'/ 213 cm

Bearn: BO" £ 152 cm

meating: 2 adults, 1 child

Max. Capacity: 550 Ibs /250 ky
Weight: 96 |bs /44 ky

Hull katerial: Ram-+E.

Complete the Shipping/ Billing information section.

e The Shipping Location field is used to identify where the goods requested on the Requisition
should be delivered. Click on the arrow button next to the Shipping Location field to access
the Shipping Location pick-list. If you already know the Shipping Location code you may record
it directly in this field without accessing the pick-list. The Shipping Location code, however,
must be valid on the Procurement Location (PLOC) reference table.
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e The Billing Location field is used to identify where the Vendor’s Invoice should be mailed.
Click on the arrow button next to the Billing Location field to access the Billing Location pick-
list. If you already know the Billing Location code you may record it directly in this field without

accessing the pick-list. The Billing Location code, however, must be valid on the Procurement
Location (PLOC) reference table.

Inspect the Terms and Conditions section of the document.

The Terms and Conditions panel lists all the Terms and Conditions that will be assembled into the
Final Version of the Contract. This section will infer with the Terms and Conditions from the
Solicitation and should be updated with the most current Terms for the purchase.

NOTE: If Free Form Terms and Conditions were used in your Solicitation document, the

attachment will not infer to your contract. The attachment will need to be modified and uploaded
into the section.

e The MS-Word documents that you would like to include must be saved in MS-Word as .XML
before they can be attached.

Sl e

! File Edit “iew Insert Format  Tools  Table  Window  Help
PNGHROSRVEIS B S - o 80REB| LT -0 3l

s PR

Save in: |[ﬁ ky_training_HLD V| @ @ X o B - Tooks-

My Recent
Docurnents

ol

Desktop

My Dacuments

@

My Camputer

- File pame:  |Free_Farm_T_C.xmil +| [ &pply transform
Py MNebwork,

W

| [ ] 5ave data only
Places Save as bvpei | M| Document (%ol o
L 1 ¥,
5
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When editing your file to attach please observe the following rules:

Do’s:

e Do ensure you are utilizing Word 2003 before attempting to edit T&C.

¢ Do set your top margin of your Word Document to 1.5.

e Do save the document as an .XML file.

e Do add Supporting Documents when necessary. These documents must also be in
XML format, but they will appear below the Terms and Conditions when the document
is assembled. If multiple attachments are used, there will be a page break between
each attachment. If you insert a line accidentally, you need to delete it by using the
scissor icon.

Do use “Normal” formatting for all text.

e Do use “Grid” formatting for all tables.

Do clear all formatting, and then reformat your bolding, bullets, and justifications if using
an existing document for the first time.

e Do select the “Free” T&C, then delete the attached file and upload your . XML document.
If you have inserted a link to a picture(s) in your document, you must upload the picture
file(s) after you have uploaded the . XML file.

¢ Do attach any type of document, regardless of file type in the Header section.

Don’ts

e Don’t use Section breaks — the assembly process stops at the first section break.
Don’t use Page breaks — these are ignored in the assembly process.
Don’t use Track Changes.
Don’t add Terms and Conditions to the Commaodity T&Cs section — add to the Terms
and Conditions section only.
Don’t insert blank lines in the Supporting Documents section.
e Don’t insert objects directly into the document.

o If you have a picture, you must insert as a link to the file.

Attach any documents as Supporting Documents or in the document Header section.

e |f you would like to use images in the file do not paste the image directly into the file. Insert the
picture into the file as a “link” only.

e If your file has multiple images they must be packaged together in a .zip file. The attachment
type for these files is called “image zipped”.

Insert | Format  Tools  Table  Window  Help
o Rk 7 e
| Pickure 3 | |8 From File... | =] ~
w TLFFF: = —
- : —,—_ﬁ.—E—E-E = 5
¥
1--|---é---|---1---|---2
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Insert Picture
| Eﬂ My Pictures
P Ea
My Recent
Documents
Desktop 2005 Photos
ay e —
My Documents ! - sk
My Computer Cuatro archos_pix.jpg callauk_as1.ipg
- w
I% File narne: | A | Insert '*l
Tely Metwark : -
Places Files of type: |F'.II Pictures (* ermf;* wrnf;* jpg;™ jpeg;®. fif ;™ jpe; * prg; |+ ‘ Insert
| LrktoFie |
Insert and Link

When you upload the . XML file to eMARS you must upload the pictures as a separate attachment to
the Terms and Conditions.

CT - 758- 0700000001- 1- Hew- Draft

Action Mg
Edit »
Load T and C ShipiBill To Lines Schedule »
Section | TEC NHame Date Inc by | Modified Approve »
" Filz »
E b
oh P 8_05TR O0STRAMS SPCO SOL STANDARD 010102006 by fulltext  falze F T E—— I
Inzert Hew Line Insert Copied Line First Prev Go To Me

General Infermation

T&C:IEE_DETR Inc bv:|byfu||text vl

Name : [0STRANS SPCO SOL ST, Modified : [false
|1— TEC Attachment File Mame : 8_08TRAMNS XML

Section :

Seqguence :I

Date : [01,/01/2006

Details :

From the Attachment page click Upload.
C
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Attachments

hlenu

File Name Type Date |User ID | Primary State
+ guestions for Georgia.xml  Documert XL 22806 mshaw  Mew
First Prew Mext Last

:%Inad Lelete Restore
ila Mlamma - snastions for Geargiaxml
Ipload .ﬁ.ttahment
Diate : 2722/06

Lizer D mshaw
Primary State : 0

Description :

EBeturn to Document
Wiew Attachment Histony

On the Upload page click on Browse to find the image file.

Upload Attachment

hdenu

Upload Cancel

Aftachrment File :| |[ Browse...

Drescription |

" Attachment Type ;| Document =kl hd

Select the Attachment Type of “image” and type in a brief Description. If you are uploading
multiple pictures please zip the pictures into a single file and select the “Image(s) zipped” option.
Click on the Upload link.
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Upload Attachment

Menu

Upload |Cancel

Attachment File : |D:'\,><ML‘.,arn:hus_pix.jpg |[ Erowse...

Description : |image file 1

Attachment Type : | Dacument <kdL hd

Document =kL
Document XML-Summany
Image(s) zipped

Standard
Froprietary

After the Upload action has completed successfully, you will be transitioned to the Attachments
page where you will see the image attachment listed. Click on the Return to Document link.

Attachments
hienu
File Name Type Date |User ID | Primary State
|'\|II |QW_WQH+ kil =4 W[ =4 o T~ 2 T=1N 7] [ A=)
archos_pix jpg Image 22BNE  mshawe Mews

First Prew Mext Last

Upload Download Delete Restore

File Mame : gquestions for Georgia . xml
Type @ 4
Date : 2728/06
User D mshaw
Prirmary State . 0

Description :

Beturn to Document
Wiew Attachment History

Click Validate to check for errors.
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To Assemble:

1 From the Header Section click on Assemble Document

2 Click Submit Assemble Request

3 Click on Refresh, You should see the status as Successful (You may have to click
refresh a few times before the assembly job finishes and you see a Successful Status).

4 Click Back to return to the document

To Print the Assembled Form:

1 Return to Header
2 From the Action Menu, select Attachments.
3 Click Download.

While the PDF document is open use the File Menu Options to either print or email the document.

Return to the eMARS application by closing out the PDF file. Once in the Attachments page click
Return To Document to return to the Contract Header.

Submit the Contract to initiate workflow for approval.

Navigate to the Performance Evaluator Table by clicking on the Home action button, click on Search
and click on Page Search. Enter PEEVALR into the Page Code Field and click Browse. Click on
Vendor Performance Evaluator to open the page.

Click Insert to add a new row to the table.

Vendor Performance Evaluator

Menu Quick Search

Award Document | Award Department | Award ID | Evaluator Last Hame | Evaluator First Hame

&, 783 0600000009 Pinkstan Fran
-

(3] Tab 0600000017 Shaw Pt

P2 7ad 0600000004 Shaw Pttt

First Prev Mext Last

Sawve Undo DeletL Inzet Fopy Paste Search

*faward Document |

*eaveard Department ; I

*fweard 1D :|

*Evaluator 1D |

Pvaluator Department : I

=
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¢ In the Award Document field, enter the Document Code on the document for which you wish
to establish the Evaluator information.

e In the Award Department, enter the Department shown on the Document Header of the
document for which you wish to establish the Evaluator information.

e |nthe Award ID, enter the Document ID of the Contract Award just submitted.
¢ In the Evaluator ID field, enter your ID from the pick list, and

¢ In the Evaluator Department, enter the Department for the Evaluator entered in the Evaluator
ID field.

Multiple rows may be entered for as many evaluators as are necessary for each award.
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Exercise 4 — Process a Contract from an Evaluation

Scenario

You need to establish a Contract with a Vendor to provide dress buttons for Kentucky’s National Guard

uniforms.

Task Overview

Create a Contract (CT) document from the Evaluation (EV) document you created in Exercise 3. You
will modify the Terms and Conditions and add Accounting lines for the Commodity lines that have been
awarded to the Vendor selected in the Evaluation (EV) document.

Procedures

1. Access Evaluation Document you created in Exercise 3.

2. Click Awarded Items on the Secondary Navigation Panel. This view allows you to inspect how
each line was awarded. You may open the generated documents by clicking the Hyperlink Doc

ID.

3. Click the Award link to open the CT document just created in the EV. The CT opens to the Header

Section.

4. Click Edit at the bottom of the page to add the required fields

CT - 758- 0600000021- 1- New- Draft

Load T and C Ship/Bill To Lines

Load Accounting Profile

Pssemble Document Wiew Assembly Request
Header

sk

wGeneral Information

Document Mame :

Record Date : B
BudgetfFy:[
Fiscal Year: ’7
Period ’—

FProcurerment Falder :

Fi

_|Buttons Army- Mational Guard

Cocument Description )
: Dress Uniform

ActialArnoant F8 B1EO0

Closed Amount : §0.00
Closed Date .

Total of Header Attachments
Total of All Attachments

r

Canfirmation Order

FiZard 1D

FCard Exp:

Procurement Type

37604

Standard Goods

dcurement Type (D

24

Cited Autharity :

FAP111-35-00-G

Competitive Sealed Bid-

Goadsfnot Motor Wehicle nar

Computers

Acaniwting Frofile

Terms Template

Defadlt Farrm

Last Print Date

|

)
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Complete the following required fields in the General Information section of the Header:

Required Fields Values

Accounting Profile Select the Accounting Profile from your Student Card

Click Load Accounting Profile to populate the Accounting Distribution section

Procurement Type 24 Select from the Pick List

Cited Authority FAP 111-35-00-G
Budget FY Leave blank.
Fiscal Year

Period

5. Open the Contact Section and note that the information defaulted from the Evaluation (EV)

document.
wContact
lzsuet 1D {mishaw Team 1D :
Matt Shaw Sl ﬁs*::\:
502-57 G206 CLUEEY
H02-a73-6B06
matt. shaw o
c rriatt. sh ek ooy
Requestor 1D |mshaw

Mame |Matt Shiaw

Phane Number : |502-5673-6806

Email : |matt.5haw@ky.gnv

)
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6. Complete the Default Shipping/Billing Section. If the same Shipping and Billing information
should be used on each line of the Contract then complete this section. When you are creating
commodity line items you may click Ship/Bill To Lines to have this information automatically
populated on the line item. (Optional)

whefault Shipping/Billing

Shipping Location : {111480 H Billing Location : 111964
FT. CAMPBELL BOULEVARD 1427 CAMPBRELLERURG ROAD HWY 421
225961 BORTH
5851 DEPT OF WOCATIOMAL REHAR 3282495
FT. CAMPBELL BOULEVARD CFC CBS
HOPEINSYILLE 1427 CAMPBRELLERURG ROAD Hwy 421
MORTH
K BEWY CASTLE
422410
kX
Vs 40050
Shipping Method | s
Free On Board :
Delivery Date : Billing Additianal Info
Delivery Type L

Shipping Additional Infa

Required Fields | Values

Shipping Select the Shipping Location from your Student Card
Location

Billing Location | Select the Billing Location from your Student Card

Delivery Date Leave blank

Shipping Leave blank
Method

Free on Board

Shipping
Additional
Information

Billing
Additional Info

Delivery Type
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7. Click Vendor on the Secondary Navigation Panel. To view the Vendor information that defaulted
from the Evaluation (EV) document.

CT - 758- 0700000001- 1- Mew- Draft
| Actian Meru I
Load T and C Ship/Bill Te Lines
Vendor Line | Vendor Customer Legal Name Line Amount | Modified
- 1 %CO000M 00042 A and K Construction F244 .00 false
First Prew Go To Mext Last
$hk
- w/endor
Wendar Custamer |VCDDDD1DDD:12 wendar Contact D : |F'C|:||:|2
Legal Mame : Aand K Construction wendor Contact Marme - |James Allison
AliasiDBA
vendor Contact Phone : [S02-227-1520
Address Code |ADDDQ I
5117 Charter Oak Dr Wendor Contact Phone Ext. I
Paducah Yendor Contact Email :|
< =]
42001
L Secondary Reaszon
el Address hitp:ii - id
Vendar Preferance Leval ; |99 Modified © [false

8. Click Accounting Distribution on the Secondary Navigation. Verify that your profile has been
loaded. If not, return to the header and Load Accounting Profile. Distribution must be 100%.
CT - 758- 0600000021- 1- New- Draft

| Action Menu I
Load T and C Ship/Bill Ta Lines
Line | Distribution % | Total % | Modified
&6 1 40.0000 100 false
&b v oz £0.0000 100 false
Insert Mevw Line Insert Copied Line First Prev Go Ta Mewxt Last

Distribute Accounting Lines
] ——

rwGeneral Information

I Distribution % : [50.0000 |

Tatal % : [100

I Accounting Template © |JLIWRID I

Modified : [falze

r Mrund Accounting

 kDetail ﬂ.dExpand,l'CoIIapse Fund Accountingl
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9. Click Distribute Accounting Lines to distribute the Fund and Detail Accounting information to

each Commodity line.

10. Click Commodity on the Secondary Navigation Panel. To view the information that defaulted from

the Solicitation.

CT - 758- 060000002 1- 1- New- Draft

Load T and & Ship/Bill To Lines
Line CL Description

3% “ 1 US &RMY BUTTCRM-25 LIME (Mens)

| Actian Manu I

Line Amount | Modified
F24000 false

Insert Mew Line |nsert Copied Line

First Prev 2o To Mest Last
Mendor 1: WCODOD 100005 >

Load T and & Ship/Bill From Header
whk

~wGeneral Information

L Description : LIS ARMY BUTTON-28 LINE (Mens)

Warehouse ;
Commuodity : [55003 d
Stock ltern Suffix

Buttans, All Kinds
Supplier Part Mumber : |

ILine Type |Item—vl

I Quantity 12000 00000 I

LInit :
I Linit Price : [$0,02 I

T&C Template :

Fixed Asset: [
Laock Qrder Specs: [

Lock Catalog List Price ;

Yendor Preference Level - |99

Commodity Specs :

ITEM 1-16E50-2595-14307 F Uz
ARMY BUTTOMN-26 LINE YWITH
Extended Description : [TOGGLE

hddore Tea
Discountad Unit Price . |$D-':'2 Mon-Resered Funding Open Amount Total © $0.00
List Price - |$D.|:||:| lterm Sub Tatal - F240.00
Tax Amaunt: §0.00
I Contract Amount ; |50.00 I Line Armount - 524000
11. Click Ship/Bill To Lines
&
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12. Click Terms and Conditions in the Secondary Navigation Panel. This section will be populated
with the Terms and Conditions used in the Solicitation document. The Terms and Conditions

should be modified and updated.

CT - 758- 060000002 1- 1- New- Draft

| Action Many I
Load T and C Ship/BHill To Lines
Section | TEC Name Date Inc by | Modified
a4 + DMWPS01  Small Purchase Boillerplate 01012006 by fulltext  falze

Insert Mew Line Insert Copied Line

First Prew Go To Mext Last

General Information

T&C: |[DMPSO

Mare : |Sma|l Furchase Baoilerplat

Section : |1
Sequence

Date : |01/01/2006

Inc by | by full text

Modified : [false
TE&Z Attachment File Mame ; 13_DMPS01 XML

Details
r Ve T Lndz T Print T valdale T Submif T Cioze ]
Menu

13. Click on the Attachments link from the Action Menu. This will allow you to Download a copy of
the MS-Word document for you to modify.

14. The Attachment page opens. Click the Download link.
15. Click Save to save a copy to your local file system.

)
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Attachments

File NHame Type Date User ID | Primary State
~ G_05TRANS TEST.xml Documert XML 24207 Studert0S  hMew

First Prew Mext Last

Upload Pownload Heleta Rastara

O ETERRl e Download ﬂ]
e 4 Do you want to open or save this file?
Date : 2112
Lzer D Stud @ Mame: &_OSTRANS TEST.x=ml i
Prirmary State - 0 = Type: ML Documnent
Eeturn to Document From: lyadvprodd.state, ky,us

Wiew Aftachment History

Open Save Cancel

While files from the Internet can be uzeful, some files can potentially
harmn pour computer. [F pou do nok truzt the zource, do not open or
zave thiz file. What's the nizk?

16. Once you have saved a local copy, Open the file in MS-Word to make your changes. Make your
changes and Save the file as .XML. When editing the file please observe the following rules:

Do’s:

Do ensure you are utilizing Word 2003 before attempting to edit T&C.

Do set your top margin of your Word Document to 1.5.

Do save the document as an . XML file.

Do add Supporting Documents when necessary. These documents must also be in
XML format, but they will appear below the Terms and Conditions when the document
is assembled. If multiple attachments are used, there will be a page break between
each attachment. If you insert a line accidentally, you need to delete it by using the
scissor icon.

Do use “Normal” formatting for all text.

Do use “Grid” formatting for all tables.

Do clear all formatting, and then reformat your bolding, bullets, and justifications if using
an existing document for the first time.

Do select the “Free” T&C, then delete the attached file and upload your . XML document.
If you have inserted a link to a picture(s) in your document, you must upload the picture
file(s) after you have uploaded the . XML file.

Do attach any type of document, regardless of file type in the Header section.
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e Don’t use Section breaks —the assembly process stops at the first section break.
e Don’t use Page breaks — these are ignored in the assembly process.
e Don’t use Track Changes.
e Don’t add Terms and Conditions to the Commodity T&Cs section — add to the Terms

and Conditions section only.
e Dontinsert blank lines.
e Don’t insert objects directly into the document.

o If you have a picture, you must insert as a link to the file.

17. Add the following to your MS-Word document:

Updated version of Terms and Conditions for the Contract document.
Changes will need to be made to reflect the most current Terms.

18. Once you have made your changes, Save the file as Modified_Terms_Contract. XML

Use the MA-Word “Save As” feature to save the document. Enter Modified Terms_Contract
and the File Name. Select “XML Document” (.XML) for Save As Type

EETE 2| x|
. f fs -,
Save in: Ihj Advanced Procurement j @ - Q 2 i [Ef ~ Tools -

G-

My Recent
Dacuments

IR
=\

* =
-

My Documents

@

My Compuker

- Transfarm: Transfarm. .. |
J Filename:  [modified_Terms_Contract] I &pply transform
Iy Metwork, - Save data only
Flaces Eave as bype: IXML Docurment j Cancel l
4

19. Close MS Word.

Cl

| «

20. Return to the Attachments page. Delete the previous version of the attachment by clicking on the
Delete link.
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Attachments

v B_03TRANS TESTxml Document XML 2M207  StudertOS  Mesw

File Name Type Date User ID | Primary State

First Prew Mext Last

Upload Download Delete Restore

File Mame : d_0oTRakS TEST xml
Type 4
Date ; 2i12/07
User D Student06
Frimary State : 0

Description

Eeturn to Document
View Attachment Histony

21. Upload the new version you created in Step 19 by clicking on the Upload link.

Attachments

File Name | Type | Date | User ID | Primary State

First Prew Mext Last

Upload fownload Delete Restore

File Marme :

Feturn to Document
Wiem Attachment Histong

T :
it Description
Date :
User|D: Ll
Prirmary State :

22. Click Browse to locate Modified_Terms_Contract.XML on your desktop.

Upload Attachment

Upload JCancel

agtachment File |

Cescription :I

Attachment Type : | Dacument XML =

Browse... |

23. Click the Upload link. After the file is uploaded, you are returned to the Attachments page.

)
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Attachments

File Name Type Date User ID | Primary State
+  Modified_Terms_Cortractxml  Documert XhL 28 2007 Studerd08  Rleww
First Prev Mext Last

Upload Domwnload Delete Restore

File Mame : Modified_Terms_Contract xml
Twpe : 4
Date 201 207
User D Student0B
Frimary State : 0

lEztun to bocyment |

Wiem Attachment Histony

Diescription :

24. Click the Return to Document link to return to the Terms and Conditions section of the Contract
(CT) document. Notice that the Terms and Conditions Attachment File Name has changed to you

new file. This new file will be used in the bid package/print-out.

CT-758- 0700000001- 1- New- Draft

| Actian Manu I
Load T and C Ship/Bill To Lines
Section | T&C Name Date Inc by Modified
3'5 P | 5_05TR 05TRARNS SPCO SOL STAMNDARD 010012006 by fulltext  falze
Insert Mew Line Insert Copied Line First Prew 3o To Next Last

General Information

T&C:IEE_I]ETR Incbv:lbyfulltext "I

Name : [DSTRANS SPCO 0L ST, Modified - ffalee

Section - |1— TEC Aftachiment File Marme : MODIFIED_TERMS_COMTRACT XML

Bequence:l

Date : [01/01/2008

Details -

—
[ 43

ave T Lirnda T Frint T Valdate T Submif T Ciose ]

25. Click Validate to check the Contract for errors.
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To Assemble:

5 From the Header Section click on Assemble Document

6 Click Submit Assemble Request

7 Click on Refresh, You should see the status as Successful (You may have to click
refresh a few times before the assembly job finishes and you see a Successful Status).

8 Click Back to return to the document

To Print the Assembled Form:

1 Return to Header
2 From the Action Menu, select Attachments.
3 Download the document to Print.

Return to the eMARS application by closing out the PDF file. Once in the Attachments page click
Return To Document to return to the Contract Header.

26. Click Submit to finalize the document.
27. Record your Document ID for this Contract as you will need it for the next few steps.
28. Click Close

29. Click the Home action button, then click Page Search from the Secondary Navigation Panel. Enter
PEEVALR into the Page Code field and click Browse. Click the Vendor Performance Evaluator
link. The Vendor Performance Evaluator table will open.

30. Click Insert

Vendor Performance Evaluator

Menu Quick Search

Award Document | Award Department | Award ID | Evaluator L ast Hame | Evaluator First Name

hl 2, bl 0500000003 Finkston Fran
£

P Tag 0500000017 Shaw Mzt

P2 Tag 0500000004 Shatn hiztt

First Prewv Mext Last

Save Undo Delete Insent Copy Paste Search

*Ewvard Docurment : |CT

“maeard Department : |?'58

“Aweard (D 000000022

‘Evaluator 1D |mshaw

*Evaluator Department ?58|
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32. Enter the following information in to the required fields:

Required Fields

Values

Award Document

Enter: “CT”

Award Department

Enter: Document department from your Student Card

Award ID Enter: ID value for the Contract you just created.
Evaluator ID Enter: Student ID from your Student Card
Evaluator Enter: Document department from your Student Card
Department
33. Click Save
4
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8 — Create a Master Agreement for a Catalog.

Master Agreement (MA) documents will be used to establish an award for recurring requirements
between external vendors and the Commonwealth. The MA will also be used to establish the Master
Agreements held by Correctional Industries.

NOTE: In eMARS there is no distinct document for Catalog Master Agreements. The regular Master
Agreement (MA) is used with a Line Type of Catalog.

The Master Agreement (MA) document in eMARS has no accounting consequence other than to
liquidate any Pre-Encumbrance established on a referenced Requisition (RQS). Furthermore, there is
no Accounting Section.

The Master Agreement document may have multiple Vendors. When a user processes a Delivery
Order or Payment Request referencing the Master Agreement (MA) then they will select which Vendor
will provide the selected items.

The following table shows the differences between a Contract (CT) Document and a Master Agreement
and will help identify when to use each one.

Requirement Master Agreement Contract
One Time Purchase No Yes
Recurring Requirement Yes No
Commit Funding No Yes
Award may require renewal. Yes No
Award may be used by All State | Yes No
Agencies and Political Sub-

Entities

Award use may be restricted to a | Yes Yes
single agency

There is a Vendor Catalog Yes No
Prices may fluctuate Yes No
Multiple-Vendors are supported | Yes No
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MAs may be created in one of three ways:

1. Copy Forward from a Requisition (RQS) document.

2. As the result of a Competitive Bidding process from the Evaluation (EV) document.

3. Stand-Alone from your Document Catalog.

Master Agreement

Access the Document Catalog by clicking on Search in the Secondary Navigation Panel. Then select

Document Catalog. The Document Catalog opens.

Frocurement -
| Zave Restart Save AIC

Search for kems on Contr.
Create Stand Alone Docu
Creste Requisition
Creste Stand Alone Solicitat
Create Stand Alone Sy
~ Purchase Order 3 Wy b
Purchase Order 2 Way b
Personal Service Cortrac
Central Cortract 3 WAay hi
Certral Contract 2 Wiay hi
Enter Bid Responses
Receive Goods
Enter Vendor Invoice

Create Stand Alone Pa
‘Workload Management

Quick Links

Document Catalog

Create
kb

byt it [dentifier
Code: {MA Unit:
Dept. : IO |

[ BUser Information )

r PDocument State ]

Browse Clear

| Actian Manu I
Open Walidate Submit Copy

Code | Dept. | Unit | ID | Comments | Version | Function | Phase | Status | Date | User ID | Amount | Active

First Prew Mext Last
Meny

Click Create to switch into create mode.

Enter your Department and Unit Codes into their respective fields.

Click Auto Numbering to have eMARS generate a unique document number for the Master

Agreement (MA).

Click Create and the Master Agreement (MA) will open to the Header section.

Complete all the required fields in the Master Agreement Header.

)
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eMA

I Procurement
Save Restart Sawve Al C

3

MA - 758- 0600000027- 1- New- Draft

| Action Menu I

Document View
-+ Header Load T and C ShipsBill To Lines

General Informeation
Iodification
Reguestor [ssuer Buyer ~=General Infformation
Thresholds
Extended Description Docurment Mame :
Detault Shipping.Biling Procurement Type 1D © |24

Reparting 5 ,7 o
Document Information EEENE) PG
Renewsl Period BudgetFy:[ Cited Autharity | [FAP111-57-00-G |

Authorized Departmert

Tetms and Conditions Eiccalkieait ,7 gg;nFSemwe Negonatmns-

Aszemble Document Wiew Assembly Reguest
sk

Procurement Faolder:

Authorized Linit

Wendar Eerind Effective Begin Date © 0341552005
Business Type

Sub Wendor Document Desctiptian Food Supply Catalog Agreement Expiration Date © |07/01,/2007
Commodity

Commodity T &C Board Award Mumber

Supporting Documerts Caleulated Document Total : §0.00
Document Comments Total Orders : §$0.00 Board Aweard Date :

Document History Total of Header Attachments : 1 :
TE&C Template :

Document Reference Tatal of All Attachrments © 1

Future Triggering Allow Partial Payment: v

Allowr Partial Receipts - v

Replaces Award Doc Code :
Feplaces Aweard Doc Dept

Replaces Award 1D |

Replaced By Award Doc Code
Replaced By Award Doc Dept
Replaced By Award 1D :

Default Form : I

e The Document Description is required and does print-out. The description is also
searchable from various inquiries like the Procurement Document Inquiry (PRCUDOC).

e Select a Procurement Type ID that corresponds to the business process being followed.

e The Cited Authority represents the authority which enables a user to enter the specific
document for the amount specified on the document. This list is pre-filtered by your
selection in the Procurement Type field.

e Do not enter a Budget FY, Fiscal Year, or Period. They will be automatically populated for
you when the document is Submitted to Final.

e Select an Effective Begin Date that corresponds to the date from which users should be
able to order from this MA or Catalog.

e Select an Expiration Date that corresponds to the date after which users should no longer
be able to order from this MA or Catalog.
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Complete the Requestor Issuer Buyer section.

=Requestor Issuer Buyer

lgsuer 1D |rshaw Buyer Tearm
Buyer :
hatt Shaw
a02-573-6806
rratt shawiky. gov
Reguestar D ||:|am|:|ntfnr1

Mame |Eiar|:|ara Aldridge-Montfort

Phone Nurmber : |502-573-6805

Email : [Barbarad Aldridge@ky. go

e The Issuer ID field will default to your information. If your are completing the document on
someone else’s behalf then pick their record from the pick-list by clicking on the arrow next to
the Issuer ID field.

¢ The Requestor ID field will be blank and you will need to complete this field. The Requesting
ID field is used to identify for whom the goods or services are being requested. Pick their record
from the Requestor pick-list by clicking on the arrow next to the Requestor ID field.

Complete the Thresholds Section

=lhresholds

Minimum Qrder Amount | Minirmum OrderYalue : [

Maximum Order Yalue : [

Motto Exceed : [

maximum Qrder Amount |

Motto Exceed Amount |

e Select the Minimum Order Value check-box if you would like eMARS to enforce a minimum
order value for Delivery Orders and Payment Requests that reference this Master Agreement
(MA). If the Minimum Order Value check-box is selected then you must provide a value in the
Minimum Order Amount field.

e The Minimum Order Amount field is used to establish the minimum dollar amount for orders
and Payment Requests referencing the Master Agreement (MA).

e Select the Maximum Order Value check-box if you would like eMARS to enforce a maximum
order value for Delivery Orders and Payment Requests that reference this Master Agreement
(MA). If the Maximum Order Value check-box is selected then you must provide a value in the
Maximum Order Amount field.
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e The Maximum Order Amount field is used to establish the maximum dollar amount for orders
and Payment Requests referencing the Master Agreement (MA).

e Select the Not to Exceed check-box if you would like to establish an upper ceiling for all Orders
and Payment Requests that reference this Master Agreement. If the Not To Exceed check-box
is selected, then a value must be provided in the Not to Exceed Amount field.

e The Not to Exceed Amount is the maximum dollar amount of all orders referencing the Master
Agreement (MA).

Complete the Extended Description Field (optional).
PRequestor Issuer Buyer

bThresholds

wExtended Description

Food Supply Catalog Agreement-

Extended Description

e The Extended Description field can be used to further describe the nature of the items or
service available on Contract. This field can store up to 1500 characters of text. This field
does not print.
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Complete the Renewal Period Section. A Master Agreement (MA) must have at least one record for
Renewal Periods. A record on this component represents a single Renewal Period.

MA - 758. 0600000027 1. New- Draft
Header
+ Renesval Petiod
A iz Dty Load T and C ShipsBill Te Lines
Terms and Condtions Renewal Period Summary
Suth[;:-rlzed Unit Line Number | Renewal Period Length | Renewal Period Unit
endar "
Business Type & & 1 1 ears
Sub Vendor Insert Mew Line Insert Copied Line First Frev 2o To Mext Last
Commocity
Commodity T &C i
Supporing Documents General Infformation

Document Comments i .
T e | Renewal Period Length : |1 I
Document Reference Renewal Period Unit : _‘r‘ears hd
Future Triggering

I Matification Days Prior to Expiration : |30 I

Effective Date : 071022007
Expiration Date : 070172008

[ Save T Linda T Frint T Validate T Submif T Close ]

Menu

e Set the Renewal Period Length to the number of Renewal Period Units required. For
example if you would like a two month Renewal Period set the Renewal Period Length to
2.

e Set the Renewal period Unit to one of the following values based on the terms of the
agreement. Valid options are “Days”, “Weeks”, “Months”, and “Years”.

e The Notification Days Prior to Expiration field should be set to the desired number of
days before the Master Agreement (MA) will expire that the Buyer will receive e-mail
notification of the pending expiration. This value should be set to a number of days far
enough in advance that the MA can be renewed in time.

e The Effective Date field shows what the Effective Date of the Master Agreement (MA)
would be set to if this Renewal Period is put into effect.

e The Expiration Date field shows what the Expiration Date of the Master Agreement (MA)
would be set to if this Renewal Period is put into effect.
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Complete the Authorized Department Section (optional). The records on this component determine
which departments are eligible to order from the Master Agreement (MA). For an All-State Agency
Master Agreement (MA), create a single record with a Department of “All”. Otherwise, develop a list of
the Departments that are eligible to order from the MA. You may also limit the amount a Department
may spend against the Master Agreement (MA).

[ WA - 758 0600000027- 1- New- Drait

| Actian Wanu I

Load T and € Ship/Bill To Lines

Authorized Department Summary

Line Number | Department Department Name Spending Limit | Ordered Amount
3t 1 AL $0.00 $0.00
&b - 2 1Mz Governar's Office For Local Develapmert F0.00 F0.00

Insert Mew Line Insert Copied Line First Prev Go To Mest Last

General Information

Department : |11?_7 Mo Limit: v
Governar's Office For Local Developrment Active ©

Spending Limit |$|:|,|:||:| Exclude Department: [

Crdered Amount : $0.00

e [f you plan to limit who may use this MA then you must specify each Department which is
eligible to make purchases from this Master Agreement (MA) (Required).

e Specify a Dollar Value Spending Limit for each Department or if the MA is unlimited, leave
blank and be sure to check the No Limit check-box.

¢ [f the No Limit checkbox is selected then there is No Limit on spending for this Department
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Complete the Authorized Unit Section (optional). This section allows you to further control who may
order from a Master Agreement (MA). For each Department listed on the Authorized Department
Section you further list the organizational Units who may order from the Master Agreement (MA). To
specify which Units are authorized you must first select the Department on the Authorized
Department section and then transition to the Authorized Unit Section and create a list of those Units
who may order. The Authorized Unit Section is optional.

NOTE: You may not specify Authorized Units if All State Departments are authorized. That is, if you
have selected a Department of “ALL” on the Authorized Department Section, you may not enter any
Authorized Units.

Authonzed Unit Summary
Unit | Unit Name | Spending Limit | No Limit | Ordered Amount | Active | Exclude Unit
&t ~ UMIT UAT Unit FO00 Yes FO.00 true falze
Insert Mew Line Insert Copied Line First Prev 30 To Mext Last
General | i
LInit - [LIMIT Mo Limit: »
IJnit Marme |U.-":"\T I nit Qrdered Amount |$E||:||:|
Spending Limi . 150.00 ] IR =
Exclude Unit: [~
r Save T Lindz T Frint T Validate T Submi T Cioes ]

e [f you plan to limit who may use this MA then you must specify each Unit which is eligible to
make purchases from this Master Agreement (MA). (Required).

e Specify a Dollar Value Spending Limit for each Unit or if the MA is unlimited, leave blank
and be sure to check the No Limit check-box.

e [f the No Limit checkbox is selected then there is no limit on spending for this Unit.
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Create your Terms and Conditions. Terms and Conditions are created by attaching a Word

Document, saved as .XML, to a Terms and Conditions record on the Terms and Conditions Section.
Kentucky’s standard Terms and Conditions have been loaded into eMARS and you may also select
one to many of these to be included in the printed document. You may also modify the Standard Terms

and Conditions as you see fit.

Please follow these steps to select a standard Terms and Conditions and modify:

Go to the Terms and Conditions Section and click Insert New Line. When the record has been

added, click on the Pick List to select a Standard T&C from the list.

Load T and C Ship/Bill Ta Lines
Section | TEC Name Date Inc By

&b EE L DhP=04  On-line Bidding 010152006 by full tet
Inzert Meaw LinF Inzert Copied Line

First Frew Go To Next Last

Gener,

L&c DmPa0d Inc By : | by full text
T&C Attachiment File Mame ; 13_DMPS04 XML

Marme : |On-line Bidding
Section : |1
Sequence

Details

Open the Action Menu and click Attachments. This will allow you to download a copy of the MS-

Word document to modify.

MA - 758- 0600000027 - 1- New- Draft

Load T and C ShipsBill To Lines

= Approve K
Section | TA&C Name Date Inc By o
3% v DMPE04  On-line Bidding 01012006 by full tesd Attachments

Inzert Hew Line Insert Copiad Line First Prew Go To Mewxt Last

General Information

T&C: |DMPS04 Inc By

TEC Attachment File Mame : 13_DMPS04 =ML

Mame

Section :

Seguence :

- |On-line Bidding
1
——

Details :

)
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Click Download and then Save to save a copy to your local file system.

Attachments

File Name Type Date | User ID | Primary State
+ 1 3_DMPE04 xml Documert XML 53720006 mshaw  Mew
First Prewv Mext Last

henu

Upload Lelate Rastore

File Mame : 13_DMPS04 xml 13_DMPS04. %l
Type : 4

Diate : 320006

TR Er File Download

Primary State - 0

Diezcription :

iz file?
Return to Document Do you want to open or save this file?

Wiew Attachment Histony

Mame: 13 _DMPS04 .l
Type: ¥ML Document
From: 162.114,104,151

Open ] [ Save ] I Cancel

harm pour computer. IF you do not trust the source, do not open ar

@ “while files from the Intermet can be useful, some files can potentially
zave thiz file. What's the rizk’?

Open the file in MS-Word to make your changes. Once you have made your changes you must save

the file as .XML.

Save As @

Save in: |ﬁi‘| Desktop vl - Q@ X o B Took-

|0 expense_stuff
4 IC=) pricing_attachment

My Recent | [C3)test_scripts

Documents |5)Unused Desktop Shortcuts
- L'?j 13_DMPS04.3ml
|- EJ My Computer
Desktop

My Documents

My Camputer

J Filename:  [13_pMps04_mad_20_03_2006}ml + | [ apply transform S
My Metwork M ] 5ave data only =
Flaces Save as bype: |><|-.,-||_ Document (*,xml) 2 | [ Ca:ncel
[
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Return to the Terms and Conditions record and access the Attachment page again through the Action
Menu. Delete the previous version of the attachment by clicking Delete.

Attachments

Menu

File Name Type Date | User ID | Primary State
v 13_DMPS04 xml Document XML 32006 mshaw New
First Prev Mesxt Last

Upload Download Deletd Restore

File Marme : T3_DMPS04 xml 13 DMPS04 wml
Type : 4 B
Date : 3120006
UzerD: mshaw
Primary State : 0

Description :

Return to Document
Wiew Attachment Histony

Now upload the new version you just created by clicking on the Upload link.

Attachments

hdenu

File Name | Type | Date | User ID | Primary State

First Prev Mewxt Last

Upload Dguwnload Delete Restore

File Mame :
Type !

Date :
User|D:
Primary State

Cescriptian

REeturn to Document
Wiem Attachment Histony

Browse for the file on your Desktop and then Upload the file into your document.

Upload Attachment

Menu

Cancel

Aftachment File : | || Erowse.. |

Description: |

AttachmentT\,rpe:|DucumentXML h

After you click the Upload link you will notice that the Terms and Conditions Attachment file name has
changed to your new file. eMARS will use this new file in the print-out..
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Load T and © Ship/Bill To Lines

Section | TEC Name Date Inc By
a's v o DhP=04  On-line Bidding 010120068 by full text
Inzert Mew Line Insert Copied Ling First Frew o To Mext Last

General Information

TE&C: |DMPS04 Inc By [ by full text  »

r&c Atachrrent File Marne : 13_DMPS04_WMOD XML |

Mame : |On-line Bidding
Section : |1
Sequence :

Details

Select a Vendor for the Master Agreement (MA) on the Vendor Section.

Load T and C Ship/Bill Ta Lines

Vendor Line | Vendor Customer | Legal Hame | Hot to Exceed Amount | Ordered Amount

&4 ~ 1 %C00001 00001 PR Test1 Fo.0o
Insert Mew Line Insert Copied Line First Prev Go To Mext Last
£
~wGeneral Information
wendor Customer : [+CODOD100001 d vendor Contact I : [PCO01
Legal Marme : PR Test 1 vendaor Contact Mame |J|_|Iie Doane
AliasiDBA
addross Code - |ADDEI1 Wendor Contact Phone |5E|2564-9641
100 Test Lane Yendor Contact Phone Ext.
Frankfort Wendor Contact Email ; hulie_dnane@ky.gw
Ue Master Agreement Code ; |MA

vendor Preference Level - Master Agreement Department : [758

Master Agreement 1D ||:|EI:|IZIDEIEIEI2?

r BThresholds 1

r kDiscount Information 1

e The Vendor Customer code field is used to store the eMARS Vendor Code for the Vendor
being recorded. Click on the arrow next to the Vendor Customer field to open the Vendor
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Customer pick list. On the pick-list page you may search for a Vendor by Legal Name,
Last Name, Alias, and/or Vendor Active Status. If you know part of the Vendor Code field
you may type it into the Vendor Customer field using wildcards. When you click on the

arrow, the Vendor pick-list will be filtered by the value you have entered.

e The Vendor Preference Level field will default to the value from the Vendor table. You
may not change it. The Vendor Preference Level is used to sort the result set generated in
the Catalog search. A lower Preference Level will move the items from this Vendor higher
in the result-set compared to another item from a different vendor with the exact same

relevancy score.

This field is used to give preference in the search results for those
Vendors required to receive preference, such as Correctional Industries.

[NOTE: The Vendor Address and Contact information will default to this document when it is validated|

Create the Commodity lines for the Master Agreement (MA). Insert a New Line item for each
Commaodity available on this Master Agreement (MA) or create a single Commodity line and attach a
Catalog file. First, complete the required fields for the Commodity General Information section.

Commodity Line | CL Description Description Unit | Unit Price | Service Contract Amount | Discount Percentage
& b 1 Food Catalog Pancakes and Waffles F0.00 F0.00 2.00%
Inzert Mew Line Insert Copied Line First Prew Go To Mext Last
Load Cataleg Wieww'Edit Catalog Catalog Ermor Log
Wendaor 1: WCOO00100001 >
dh
~wGeneral Information
CL Description : Food Catalog Lock Catalog List Price | Falze
Lock Order Specs ;. v
Commodity ; |3E|555
Fancakes and WWaffles Commodity Specs -
Line Type
Quantity : [0.00000
I—I Extended Descriptian :
Unit Price %0 00
[ cataing [Fond Catalng | e e
Service Contract Amount |$D,DI:|
Discount Percentage |2_DEI%
Sernice Fram :
List Unit Price : {$0.00
Sendice To:
Discounted Unit Price |$D_DD
TE&C Template :
Discount Effective From © 037212008
Tax Prafile :
Cizcount Effective To © 034302007
Total Tax Amount : $0.00
Yendaor Preference Level ;|99 Line Total Amount : §0.00
Fixed Asset: [ Itern Sub Total Amount: §0.00
MHumber of Attachments ;0
&=
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e The CL Description field should be used to record a brief description of the good or service
being requested. This field does print-out on all documents and is used on subsequent
Procurement Documents. This field is displayed in the grid area of the Commodity section in
order to help you identify which line you would like to inspect or modify.

e The Commodity field is used to store the NIGP Commodity Code that most closely matches the
item or service being purchased. This field is used primarily for classification purposes.

e The Line Type field on the Master Agreement (MA) is used to select how the cost of the line
item will be established. Generally speaking, goods should be recorded with a Quantity, Unit
of Measure and Unit Price and services should be entered as Contract Amount. Master
Agreements have two additional line types: “Discount” and “Catalog”. The Discount line is
designed to give the user processing the order or payment the freedom to describe the item
being purchased in terms of price and specifications. For Discount lines you specify a
negotiated discount off of a Vendor’s list price for an off-line Catalog. This discount will be
applied on the Delivery Order (DO) or Payment Request Commodity (PRC). A Discount
Percentage may also be specified for Commodity lines with a Line Type of “Catalog”. With a
Catalog line however you must load a file with all of the Catalog Iltems.

o When you know the Unit Price a Line Type of “ltem” should be selected. The Unit of
Measure, Unit Price, and Quantity are required. When a Quantity is entered it acts as
a “Not to Exceed” amount.

o If the unit cost is unknown or not applicable the lump sum cost of the line should be
recorded in the Contract Amount field. In this case a Line Type of “Service” should be
selected. When the Line Type is “Service” then the Service From and Service To
dates are required. These dates are the effective dates for resultant award document.

o Discount Lines require you to enter a Catalog name, Discount Effective From,
Discount Effective To and, optionally, a Discount Percentage. Users may reference
this line and provide the Vendor’s list price and detailed specifications.

o Catalog Lines require you to enter a Catalog name, Discount Effective From,
Discount Effective To and, optionally, a Discount Percentage. Catalog lines require
you to load an MS-EXCEL file in a defined format with all of the items from the Catalog.
You must set the Lock Order Specs flag to true.

e The Extended Description field should be used to provide a detailed description of the desired
item. Up to 4000 characters of information can be stored in this field. To access a larger field in
which to type the extended description click on the More Text link.

NOTE: To insert a TAB into the Extended Description field the user must type [Ctrl] +
[Tab].
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Pelican®'s exclusive 907 crank -

shaft requires less pedaling effort,
Extended Description © fwhich means rmaore cruising with

less work. And its kick-up rudder w

hdore Text
ding Cpen Amount Total © §0.00
Commodity Extended Description
hienu
Sawe Cancel Retum to Line ftem Commoadity Group o 1 Commodity Line tem ;2

Felican®'s exclusive 90° crank shaft requires less pedaling effort, which means more cruising with less
wark, And its kick-up rudder system provides quicker turn respanse and safer beaching.
Accommodates up to 3 passengers (2 adults, 1 child). Adjustable seat backs make far a comfy ride.
Also has built-in coaler with wealk-on lid. Built-in positive flatation helps the Fiji ride higher in the water to
keep passengers dry and comfortbale. Constructed of superdurable Ham-#B8high density palyethylene.
Colar: Sunset Yellow f Mountain Mist.

Specs:

Length: 7'/ 213 cm

Beam: BO" / 152 cm

=eating: 2 adults, 1 child

Wlax. Capacity: 550 |bs / 250 kg
Weight: 96 [bs £ 44 kg

Hull Material: Rarm-AE.

Complete the Shipping/ Billing information section (Optional). If this Master Agreement (MA) is
intended for multiple department use, the Shipping and Billing information should be left blank. The
ordering department would indicate the appropriate Shipping and Billing information on the resulting
Delivery Order (DO).

e The Shipping Location field is used to identify where the goods requested on the Requisition
should be delivered. Click on the arrow next to the Shipping Location field to access the
Shipping Location pick-list. If you already know the Shipping Location code you may record
it directly in this field without accessing the pick-list. The Shipping Location code, however,
must be valid on the Procurement Location (PLOC) reference table.

e The Billing Location field is used to identify where the Vendor’s Invoice should be mailed.
Click on the arrow next to the Billing Location field to access the Billing Location pick-list. If
you already know the Billing Location code you may record it directly in this field without
accessing the pick-list. The Billing Location code, however, must be valid on the
Procurement Location (PLOC) reference table.
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Complete the Specifications section (Optional). This section may be used to record additional
information that you feel should be stored separately from the Commodity Line extended description.

For Catalog Lines, load a Catalog .XLS file.
Catalogs may be created in two ways in EMARS:
1. One item at a time using the View/Edit Catalog link, or

2. By bulk loading items that have been set-up in an MS-EXCEL file that matches
the eMARS format.

Format and prepare the Catalog File.

Prior to initiating the actual catalog loading process, the Buyer should review the Microsoft Excel
Catalog file that was forwarded by the Vendor to verify the file format and content, for example,
accurate pricing, correct items, detailed item descriptions, and so forth.

From a business process standpoint, the Buyer should take this opportunity to improve the quality of
the data by expanding abbreviations, adding additional text or filling in additional fields if needed. The
Buyer must also manually add the Vendor/Customer code to each line in the Catalog file. (This may
be done quickly in Excel via the clipboard paste functionality.) Finally, if only one Catalog file has been
provided by the Vendor, but, due to different discount or handling terms, the Master Agreement (MA)
has been broken out into multiple Commodity lines with a Line Type of “Catalog”, the Buyer is
responsible for dividing the file into the correct number of files to match the Master Agreement (MA).

From a system standpoint, the format of the file must also be reviewed. The file must meet the
following requirements:

Your Catalog file must have the following fields/columns in the following order exactly.

Catalog Field Name Description Maximum Format | Optional/Required
Size

VENDOR CUSTOMER The unique number assigned | 20 Text Required

CODE by eMARS to each vendor

entered in the eMARS
Vendor database.

SUPPLIER PART The Supplier Part Number | 32 Text Required
NUMBER is part of the record key for a
catalog record, and it must
be unique across all records
for the same Master
Agreement (MA) document.

SUPPLIER NAME The Vendor’s name. N/A Text Optional
MANUFACTURER NAME | The name of the company | 25 Text Optional
who made the product.
(optional)
MANUFACTURER PART | The unique number assigned | 25 Text Optional
NUMBER by the manufacturer.
(optional)
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Catalog Field Name Description Maximum Format | Optional/Required
Size
COMMODITY CODE The  five digit NIGP |5 Text Required
commodity code associated
with this item. Must be a valid
code on the Commodity table
in eMARS
ITEM DESCRIPTION The short description | 60 Text Required
associated with the particular
line or record. (60
characters)(Required)
EXTENDED The extended description of | 4000 General | Required
DESCRIPTION the Catalog item. (4000
characters) (Required)
UNIT OF MEASURE Must be valid on the UOM | 4 Text Required
table in eMARS. (Required)
LIST PRICE The cost of the item, up to six | 14 Number | Required
decimal places. (Required) with 2
Decimal
points
DELIVERY DAYS The number of days after the | 10 Number | Required
Order is placed when with No
delivery can be expected. Decimal
Points
PRODUCT/CATEGORY | Optional Specification 25 Text Optional
MODEL Optional Specification 25 Text Optional
DRAWING Optional Specification 25 Text Optional
PIECE Optional Specification 25 Text Optional
SERIAL NUMBER Optional Specification 25 Text Optional
SPECIFICATION Optional Specification 25 Text Optional
SIZE Optional Specification 25 Text Optional
COLOR Optional Specification 25 Text Optional
PICTURE FILE NAME The name of the picture file | 225 Text Optional

associated with this record.
Must be either a .jpg or .gif
extension. (optional)

NOTE: A well formatted .XLS file will be available to Vendors for download from the eMARS

eprocurement web-site.
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NOTE: When all changes to the file are complete, you must change all EXCEL column formats to
TEXT. Numeric fields will not load correctly. These are specifically the Supplier Part Number and the
Commaodity Code columns

Click Load Catalog to start the loading process. The Upload Catalog File page opens up.

UAT Environment - FIN
| o Upload Catalog File

» Search
Page Search
Document Catalog UgloailBack |

infodovantage - -
T— |Cata|ug File : |CyDocuments and Settingsimshawiby Documentsieat _I
» Favorites ) o
» Administration GICrElGilE Browse...
Load Type : | Full w I

Menu

e Catalog File- Click Browse to find the Catalog Loading file you created.
e Picture File- Click Browse to find the .zip file of image referenced in the Catalog loading file.

¢ A Load Type must be chosen when loading Catalogs. The Load Type defines the type of
catalog load the user will perform. Valid options for this field are:

o “Full” - Choose this option if you want to replace all existing Catalog items or if you are
doing an initial full load of new Catalog items. If performing a Full Load where there are
preexisting records on the Catalog Maintenance table for the Commodity Line, then any
items not included will be considered as deleted.

o “Incremental” — Choose this option if you want to update only Catalog records that have
changed since the last load. The same Excel Catalog file format is required. During the
incremental load only those items that are new or have been changed will be loaded to
the Catalog Maintenance table. Several different files may be loaded to the same MA
line if the Load Type is “Incremental”.

NOTE: If you are loading only picture files, the Load Type should be “Incremental”.

e Clicking Upload will initiate the Catalog load process and check the catalog EXCEL file for
errors.

e (Clicking Back will transition the user back to the Commaodity Section of the MA document.

Once the Catalog Load job has been initiated click on the Back link to return to the Catalog Commodity
line. When you have transitioned to the Catalog line you may track-down any errors on the Catalog
Error log or you may inspect the Catalog that was loaded by clicking View/Edit Catalog

Click Catalog Error Loq to inspect any errors on the Catalog Error Log.
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Catalog Error Log

Doc 1D Line Supplier Part Humber Error Code Error Text
~ WS SE-0600000027 1 RN T T 25-57-20-50-KY  A3599 Urknowen message: £3599

I IMenu Back Quidk Search

First Prew rlext L ast lJownIoad

Search Fh
Doc 1D : [hA-758-0600000027

Line : |1

Supplier Part Mumber |}{>{><}<}<}<}{>{><}<}(—?’?25-5?’-2EI-!

Error Code ; |A3599

Ertor Text: |Unknuwn message: A355

Unknown message: 43599

Errar Dietail

e Click Back to return to the Catalog commodity line.

e C(Click Download to download all error messages to an MS-EXCEL file.

Click View/Edit Catalog to see those lines that were loaded by the bulk load process. You may edit

records that have been loaded, as required.
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Men*Elad(Fuid( Search

Status | Phase Supplier Part Number ke Description Unit | List Price | Commodity Code | Manufacturer | Mfr Part Humber
~ Active  Draft  WHMHEMRHHKR-TT25-57-20-50-KY Electrocut Film 7725-57 Clympic Blue, 20inx S0 yd EA $364.0245 50149 3
Active  Draft HEE R A-TT 25-57-21-50-Y Electrocut Film 7725-57 Clympic Blue, 21 inx S0 yd EL $352.2315 850149 3
Active  Draft  WHKKRRHKHHE-TT25-57-22-50-0Y  Electrocut Film 7725-57 Olympic Blue, 22 inx 50 vd RL F400.425 50149 3hd
Active  Draft  WHMRRRHARRE-FT25-57-23-50-KY  Electrocut Film 7725-57 Clympic Blue, 23 inx 50 yd  RL $418 635 50149 3t
Active  Draft  XRREKRKKERRK-TT25-97-24-50-KY  Electrocut Film 7725-57 Clympic Blue, 24inx S0yd RL  $397.1205 50149 3t
Active  Draft HRE R A-TT 25-57 -29-50-Y Electrocut Film 7725-57 Clympic Blue, 23 inx S50 yd EL Fida5.025 30148 3l
Active  Draft  WHMHRNHAHRK-FT25.57-27-50-KY  Blectrocut Fim 7725-57 Clympic Blue, 27 inx S0yd RL  $491.435 50149 ]
Active  Draft  MHAMERMHAHRE-FT25-97-28-50-KY  Electrocut Film 7725-57 Clympic Blue, 28inx S0yd RL  $5096335 50149 3t
Active  Draft SRR A -TT 25-57-29-50-Y Electrocut Film 7725-57 Clympic Blue, 23 inx S0 yd RL F527 835 80149 3
Active  Draft  WHKKARHKKKK-TT25-57-3-50-KY  Electrocut Film 7725-57 Olympic Blue, 3in = 50vd  RL F54 60 S0148 3hd

First Prev Mest Last

SavefUndof Deletel InsertfReactivatef Co Paste Search g@
e e
~ wGeneral Information

Supplier Part Mumher |}{>{><}{><}{><}{>{>{>{-??25-5?-2D-: Status |Active
Commodity Code : [30149 Phase: |Draﬂ
Commaodity Mame : Qil Field Eguipment Testing Serices M Yersion Maodified - [1

. |Electrocut Film 7725-57 Olympic
“|Blue, 20 in x 50 yd

Unit - Ir Delivery Days © |30

ListPrice : [$364 0245

Iterm Description Ficture File Mame |

Dizcounted Unit Price |$345,8232?5

e The Back link will transition you to the referenced Commodity line.
e The Insert link creates a blank Catalog record.
e The Save link retains any changes made to the selected record and check the record for errors.

e Selecting a record from the Grid and clicking on the Delete link will only physically delete
records with a status of draft. For records with a status of Final, the record will be deactivated.
This means that the item may no longer be ordered.

e The Reactivate link will may be used to re-activate in-active records.

When your Catalog has loaded successfully you will receive an e-mail notification.
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B ADVMAIL1: THE CATALOG LOAD BATCH JOB HAS COMPLETED FOR MASTER AGREEMENT: <MA 758 0600000040... g@§|

! File Edit Wew Insert Format  Tools  Actions  Help

! (aReply | sliReply to Al | (3 Forward | -9 |4 | ¢ (S5 X |4 - @ - A | @ !
From: .& HOET@MASSCOM Sent:  Tue 2006-03-28 3:36 PM
To: Shaw, Matt  {COT - MARS)
Co:

Subject:  ADWMAILL: THE CATALOG LOAD BATCH JOB HAS COMPLETED FOR MASTER AGREEMENT: <MA 758 0600000040 =

This email wessage is to notify you that a Catalog Load Batch job has completed for your
Master Agreement.

The Catalog Load Batch Job has completed successfully for the Catalog File specified. No
Picture File was specified. The catalog records can be wiewed in the Catalog Maintenance
table hy selecting the View/Edit Catslog link from the commodity line of the Master
Agreewent documwent identified in this email.

To wiew additional information regarding the status of this job, login to AM3 Adwvantage and
locate the Master Agreewent docuwent identified in this email or contact System
Administrator at 9559-999-9399,

Once the Catalog file has been loaded click Validate and then Submit the Master Agreement (MA).

After the Catalog indexing job has run and the MA effective date has passed, the items in the Catalog
will be available for ordering from the URCATS page.
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Exercise 5 — Process a Master Agreement to load a Catalog (MA)

Scenario
You need to create a Catalog for Food Items for the Cafeteria to place replenishment orders.

Task Overview

As the central Buyer you need to create a stand-alone Master Agreement from your Procurement
Workspace. Pick the correct Procurement Type and Cited Authority. Establish Effective and Expiration
dates as well as the renewal periods. You will set this agreement up as an all-state-agency Master
Agreement and create a Primary Vendor Line. After adding a Single Commodity Line, assign it a line
type of Catalog. You will then load an MS-EXCEL file with catalog lines. After the file is loaded you
Validate and Submit the Master Agreement.

Procedures

1. Click Home

2. Click Search from the Secondary Navigation Panel. Click Document Catalog. Switch into “Create
Mode” by clicking Create.

Training 1 Financial

2 R Document Catalog

Search
Page Search Hearch
Document Catalon

infodchvartace "
» History r *Document Identifier

+ Favorites - —
» Administration Code : [MA IUmT- [UNIT

Dept.: 758 Io: |

~=0ther Options

Aut

Create Template : [

Required Fields Values

CODE Enter: “MA”

Award Department Enter: Document department from your Student Card
Unit Enter: “Unit”

Auto Numbering Click to Select

3. Click Create and the Master Agreement opens to the Header section.

4. Complete the following required fields in the Header section.
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| Frocurement

Save Restart Save Al

Document View
~+ Header
General Information

Reguestor Issuer Buyer
Threshalds

Extended Description
Defautt Shipping/Billincg
Reporting

Document Information

Renewal Period
Authorized Department

MA - 758- 0600000027- 1- New- Draft

Load T and C Ship/Bill Ta Lines

Miew Aszembly Reguest

sk

| Action e

rwGeneral Information

Record Date

Budget Fyv':

Docurment Mame

m
—

Frocurement Type ID

124

Standard Goods

B ——
Cited Autharity : [FAP111-57-00-G

Competitive Megotiations-

Terms and Conditions Fizcal Year

Authorized Lni e -
Vendor Perind - Effective Begin Date © [13/15/2005

Busingess Type ' §

Sub Vendor Document Description - Food Supply Catalog Agreement Expiration Date : |07/01/2007

Commoddity

Commodity T &C

Board Mward TUTnper «

Supporting Documents Calculated Document Total : $0.00 )
Document Comments Total Orders - $0.00 Board Award Date ©

Document History
Document Reference

Future Triggering

Total of Header Attachrments
Total of All Attachments

TE&C Template :
Allow Partial Payment :

Allow Partial Receipts

Replaces Award Doc Code

Replaces Award Doc Dept

Replaces fward |D

v
v

I ]
——
——

Replaced By Award Doc Code :
Replaced By Award Doc Dept
Replaced By Aweard D :

o

Default Form

Required Fields Values

Document Food Supply Catalog Agreement
Description

Procurement Type 24 — select from Pick List

ID

Cited Authority FAP 111-57-00-G

Budget FY Leave blank

Fiscal Year

Period

Effective Begin Date | Today’s Date

Tomorrow’s Date

Expiration Date

)
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5. Complete the Requestor Issuer Buyer Section.

=Requestor Issuer Buyer

lgsuer 1D |rshaw Buyer Tearm
Matt Shau Buyer:
a02-573-6806
rratt shawiky. gov
Reguestar 1D : [barontfort

Mame |Eiar|:|ara Aldridge-Montfort

Phone Nurmber : |502-573-6805

Email : [Barbarad Aldridge@ky. go

Required Fields Values
Issuer ID Leave as is
Requestor ID Select your Student ID from the Pick List

7. Complete the Thresholds Section.

w=Thresholds

Minimuom Qrder Amaunt | Minimum Order Value : [

Maximum Order Value : [

Motto Exceed : [

Maximum Crder Amount |

Mot to Exceed Amount |

Required Fields Values

Minimum Order Value Leave Blank

Minimum Order Amount Leave blank

Maximum Order Value Leave Blank

Maximum Order Amount Leave Blank

Not to Exceed Click on the check-box to Select
Not to Exceed Amount Enter 1000000.00

6. The Extended Description Field is optional.
7. Click Renewal Period on the Secondary Navigation Panel.
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8. Click Insert New Line.

MA_758_ 0600000027_1_New. Draft ]
Hesader | Actian Manu l

~ Reneywal Period
Authorized Department

Load T and © Ship/Bill To Lines

Tevis zwd Condlivor 2 Renewal Period Summary
imh;r'IZEd Lirit Line Humber | Renewal Period Length | Renewal Period Unit
endor :
Business Type b3 ¥ 1 1 ears
Sub Yendar Insert Mew Line Insert Copied Line First Prev 5o To Mest Last
Commocity

Commodity T &C
Supporting Documents

Document Comments . .
e riiTs Renewal Period Lenath : [1

Document Reference Renewal Period Unit :

Future Triggering
I Motification Days Prior to Expiration : |30 I

Effective Date : 07/02/2007
Expiration Date ; 07/0172008

r Save T LUndg T Print T Valdate T Submif T Clozs ]

General Information

Menu

Required Fields Values

Renewal Period Length 1

Renewal Period Unit Years

Notification Days Prior 1
to Expiration

Effective Date Leave Blank

Expiration Date Leave Blank

9. Click Authorized Department on the Secondary Navigation panel. Click Insert New Line.

Load T and C Ship/Bill Ta Lines

Authorized Department Summary
Line Number | Department | Department Name | Spending Limit | Ordered Amount

3 v 1ALl $0.00 $0.00
'_lmlﬁlm Copied Line First Prev Go To Hewxt Last

General Information

Departrment : [aLL Mo Limit: @

Active | v

Sppnding Limit: [$0.00
Crdered Amoaount ; $0.00

clude Department - |

m

r Save T Ui T Frint T Valdale T Subrnif T Closs ]

Ienu

)
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Required Fields

Values

Department

Enter: All

Spending Limit

Leave at zero

No Limit

Leave as Selected

12. Click Terms and Conditions on the Secondary Navigation Panel. Go to the Terms and

Conditions Section and click Insert New Line.

Load T and C Ship/Bill Ta Lines

Section | TEC Name Date Inc By
&b 1 DhPS04  On-line Bidding 010172006 by full text
I_ Insert Mew Line [meert Copied Linge First Prew o To Mext Last

General Information

Sequence

T&C: DMPS04 Ilnc By:| by full text I
Marne - |On-|ine Bidding T&C Attachiment File Mame ; 13_DMPS04 XML
Section: 1

—

Details

Required Fields Values
T&C Select DMPS04
Section Enter “1”

Click Save to populate the default Terms and Conditions information.

)
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13. Click Vendor on the Secondary Navigation Panel. Click Insert New Line.

Load T and C ShipdBill To Lines
Vendor Line | Wendor Customer Legal Hame Not to Exceed Amount | Ordered Amount
&% - 1 NCO000100034 SYEC0 Food Services of Louisvile F0.00
Inzert Mew Line Insert Copied Line First Prewv So To Mext Last
sl
~=General Information
Yendaor Customer : |WCO000100034 Yendor Contact 1D |F'C|:|E|3
Legal Mame SYB_CQ Food Senices of Wendor Contact Mame : |._Ieremy Hacker
Louisville
AliasiDBa vendar Contact Phone : |(502) 364 - 4300
Address Code : |ADODT wendor Contact Phone Ext. ;
7705 Mational Turnpike Vendor Contact Erfail - |Jeremy.hacker@syscn.cn
Louisville -
40214 Master Agreement Code : |MA
LS Master Agreement Department : [758
Wandor Preference Level
99 Master Agreerment 1D ; |DEDEIEIDEIEID?
r BThresholds ]
r kDiscount Information ]
Top
Required Fields Values
Vendor Customer Select VC0000100034

Vendor Preference Level Leave as is

14. Click Commodity on the Secondary Navigation Panel. Click Insert New Line.
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Commodity Line | CL Description Description

Unit | Unit Price | Service Contract Amount | Discount Percentage

-|03212008

- |03/30/2007 EH

T —

r

Discount Effective From

Cizcount Effective To

Yendaor Preference Level

Fixed Asset:

& b 1 Food Catalog Pancakes and Waffles F0.00 F0.00 2.00%
Inzert Mew Line Insert Copied Line First Prew Go To Mext Last
Load Cataleg Wieww'Edit Catalog Catalog Ermor Log
Wendaor 1: WCOO00100001 >
dh
~wGeneral Information
CL Description : Food Catalog Lock Catalog List Price | Falze
Lock Order Specs ;. v
Commodity ; |3E|555
FPancakes and WWaffles Commodity Specs -
I Line Type | Catalog v
|@uantit:.f: |D.DDEIDEI I
Unit :
Extended Descriptian :
IUnit Price : [$0.00 I
I Catalog : [Food Catalag I ——
Service Contract Amount 15000
Discount Percentage |2_DEI%
Serice From
List Unit Price : {$0.00
Senice To:
Discounted Unit Price |$D_DD

T&C Template : |

Tax Prafile : |

Total Tax Amoaunt: §0.00

Lire Tatal Amount : $0.00
Itern Sub Total Amount: §$0.00
Mumber of Attachments : 0

Required Fields Values

CL Description Food Catalog

Commodity 38556

Line Type Catalog
Quantity Leave blank
Unit Leave blank
Unit Price Leave blank
Service Contract Leave blank
Amount

Catalog Enter: ‘Food Catalog’
Discount Percentage Enter “2”
Discount Effective From | Today’s date
Discount Effective To July 7, 2008
Lock Catalog List Price False

)
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Required Fields Values
Lock Order Specs Select the checkbox
Extended Description Enter: “Catalog Agreement for Cafeteria food supply”

15. For Catalog Lines, Load the Catalog .XLS file.

16. Format and prepare the Catalog File. Download the file from the eMARS website at:
http://finance.ky.gov/internal/eMARS/forms/sysco_cat.xls. Save the file to your Windows desktop.

17. Click Save to activate the Load Catalog link.

18. Click Load Cataloq to start the loading process. The Upload Catalog File page opens.

UAT Environment - FIN

Upload Catalog File

Page Search filsau

Documert Catalog 2
i - Upload] [Badk
i atalog File - |CADocurments and Settings\rmshawihdy Documentsical | Browse..
» Faworites " —
S T e | Ficture File : Erowse... ]
Load Type : | Full A4
Fields Values
Catalog File Click Browse for your file: “SYSCO_CAT.XLS”
Picture File Leave blank
Load Type Select: Full

19. Click Upload to initiate the Catalog load process and check the catalog EXCEL file for errors.
20. Once the Catalog Load job has been initiated, click Back to return to the Catalog Commaodity line.

21. If there had been any errors in the catalog load, the option to Click Catalog Error Log would be
available to inspect any errors encountered during the Catalog load.
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Catalog Error Log

Mend Badck Quick Search

Doc 1D Line Supplier Part Humber Error Code Error Text
~ WS SE-0600000027 1 RN T T 25-57-20-50-KY  A3599 Urknowen message: £3599

First Prew Mest Last

Search Fh
Doc 1D : [hA-758-0600000027

Line : |1

Supplier Part Mumber |}{>{><}<}<}<}{>{><}<}(—?’?25-5?’-2EI-!

Error Code ; |A3599

Ertor Text: |Unknuwn message: A355

Unknown message: 43599

Errar Dietail

22. If there had been errors, you would click the Download link to download all error messages to an
MS-EXCEL file and then click the Back link to return to the Catalog commodity line.

23. Click View/Edit Catalog to see those lines that were loaded by the bulk load process. You may
edit records that have been loaded, as required.

24. Click the Back to return to your document
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Men*Elad(Fuid( Search

ke Description Unit | List Price | Commodity Code | Manufacturer | Mfr Part Humber
~ Active  Draft  WHMHEMRHHKR-TT25-57-20-50-KY Electrocut Film 7725-57 Clympic Blue, 20inx S0 yd EA $364.0245 50149 3
Active  Draft HEE R A-TT 25-57-21-50-Y Electrocut Film 7725-57 Clympic Blue, 21 inx S0 yd EL $352.2315 850149 3
Active  Draft  WHKKRRHKHHE-TT25-57-22-50-0Y  Electrocut Film 7725-57 Olympic Blue, 22 inx 50 vd RL F400.425 50149 3hd
Active  Draft  WHMRRRHARRE-FT25-57-23-50-KY  Electrocut Film 7725-57 Clympic Blue, 23 inx 50 yd  RL $418 635 50149 3t
Active  Draft  XRREKRKKERRK-TT25-97-24-50-KY  Electrocut Film 7725-57 Clympic Blue, 24inx S0yd RL  $397.1205 50149 3t
Active  Draft HRE R A-TT 25-57 -29-50-Y Electrocut Film 7725-57 Clympic Blue, 23 inx S50 yd EL Fida5.025 30148 3l
Active  Draft  WHMHRNHAHRK-FT25.57-27-50-KY  Blectrocut Fim 7725-57 Clympic Blue, 27 inx S0yd RL  $491.435 50149 ]
Active  Draft  MHAMERMHAHRE-FT25-97-28-50-KY  Electrocut Film 7725-57 Clympic Blue, 28inx S0yd RL  $5096335 50149 3t
Active  Draft SRR A -TT 25-57-29-50-Y Electrocut Film 7725-57 Clympic Blue, 23 inx S0 yd RL F527 835 80149 3
Active  Draft  WHKKARHKKKK-TT25-57-3-50-KY  Electrocut Film 7725-57 Olympic Blue, 3in = 50vd  RL F54 60 S0148 3hd

First Prev Mest Last

SavefUndof Deletel InsertfReactivatef Co Paste Search Gb
T v s Pt s
wieneral Infformation

Supplier Part Mumher |}{>{><}{><}{><}{>{>{>{-??25-5?-2D-: Status |Active
Commodity Code : [30149 Phase: |Draﬂ
Commaodity Mame : Qil Field Eguipment Testing Serices M Yersion Maodified - [1

. |Electrocut Film 7725-57 Olympic
“|Blue, 20 in x 50 yd

Unit - Ir Delivery Days © |30

ListPrice : [$364 0245

Iterm Description Ficture File Mame |

Dizcounted Unit Price |$345,8232?5

25. Once the catalog file has been loaded Validate your document.
To Assemble:

9 From the Header Section click on Assemble Document

10 Click Submit Assemble Request

11 Click on Refresh, You should see the status as Successful (You may have to click
refresh a few times before the assembly job finishes and you see a Successful Status).

12 Click Back to return to the document

To Print the Assembled Form:

4 Return to Header
5 From the Action Menu, select Attachments.

Download the document to Print.
26. Submit the document to initiate workflow for approval.

27. After the Catalog indexing job has run, and the MA effective date has passed, the items in the
Catalog will be available for ordering from the URCATS page.

NOTE: Please write the MA Document ID on your Student Card. You will need it in
the next exercise.
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9 —Renewing a Master Agreement

In eMARS a Renewal (RN) document must be processed in order to activate the Renewal Periods that
were initially set-up on the Master Agreement (MA). The most important part of the renewal is setting
up new Effective and Expiration Dates. The Renewal (RN) document may also be used to establish
blanket price changes or line by line price changes.

NOTE: Price changes will not automatically be applied to items in a Catalog. It will be the
responsibility of the Buyer to change prices in the Catalog and reload the modified version of
the file.

Renewal Processing has four distinct steps in eMARS.
1. Establish the Renewal Periods as part of the terms of the Master Agreement (MA);

2. Receive notification that a Master Agreement (MA) is about to expire within the numbers of days
defined on the MA renewal period;

3. Copy Forward from MA to Renewal (RN) document to establish the Renewal Period and any
price changes; and submit the Renewal (RN).

4. Process the Master Agreement (MA) modification that is generated from the Renewal Batch job.

An RN document may be created by Copying Forward from the Master Agreement (MA) requiring
renewal.

Renewing a Master Agreement.

Establish Renewal Periods on the Master Agreement (MA) as defined on the Master Agreement
created in Exercise 5.

On a daily basis you should check your eMARS Message Center>>Alerts for new Master Agreement
Renewal notification messages.

Procurement Budget Accounts Receivable Accounts Payvahle

UAT Enwvironment - FIN
+ Message Center
b Inko:
|| LT
Broadcasts
Wiorklist

Im v 03-27-2008 10:05 | The followving Master Agreement b 753 0B00000035 will expire in 1 days
Page Search Ba Delete Copy First Frev Mext Last

Document Catalog
infoddvartace

» History

+ Favorites

» Administration
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Access the Master Agreement (MA) that is about to expire from the Document Catalog by going to the
Home action button and then selecting the Search link and clicking the Document Catalog. Copy
Forward to an RN document by opening the MA and scrolling to the bottom and clicking the Copy

Forward action button.

Copy Forward

Menu

From Document

Categony |F'RCIC Doc Dept : 758
Type : |MA Dioc Unit: [LIKIT

Code : |MA ID : |0B00000036

Select Entire Document : Warsion ;|1

To Document

Doc. Depatment Code © [758 Document Id |

Unit Code ; |UN|T Auto Murnbering ;
~ RN R Renew Master SAgreement
FE PE Evaluate Master Agresment
Thi T Terminate Master Agreement

First Prew Mext Last

m Cancel

Select the RN entry in the grid and provide the following:
e Your Doc. Department Code
e Your Unit Code

e Select the Auto Numbering check-box so that eMARS will use the next available
incremental number when generating the Renewal (RN) Document’s DOC_ID.

When you click OK the Renewal (RN) document will open to the header section.

Complete the Renewal (RN) Document Header.
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Document View

Load Frocedures Load Commadity Lines for Adjustment Laad Renewal Periads

+ Heacler Header

Procedures

Commoditiss Agreerment Document Code |MA

Periods

Mates Agreement Department : [758
Document Comments
Document History Agreement Number : 0500000038
Document Reference = = |
Future Triggering Agreement Title ; [ENEWAl EXAMALE

wendor Code : [WCOOO0100001

Yandar |F'R Test 1

AliasiDBA - |

Procurement Folder |3?'?I34

Procurement Type : |[Standard Goods

Current Expiration Date : |E|3f28f2EIDE

Awvard Amount |5IZIDEID.DEI

Feason :
Effective Date - =
Price Adjustment Indicator

| Ezcalation Percentage.

Created By : mshaw
Created On : 032712006
modified By . mshaw
Modified On ; 0272006

e The Reason field allows you to provide brief documentation of why the MA should be
renewed. (Required)

¢ The Effective Date field of the Renewal (RN) document is used to determine when the
Master Agreement modification should be created. (Required) This should NOT be the date
the Master Agreement (MA) modification will be effective. It must be generated in advance
to allow for the approval of the modification. The date of preparation of the Renewal (RN)
document should generally be used.

¢ The Price Adjustment Indicator field is used to determine how / if the line items should
have price adjustments made automatically when the RN is processed. Valid values are:

o Prices Firm- no automated changes.

o Line Adjustments Required - All Commodity lines on the Master Agreements (MA) will
be loaded into the Renewal (RN) Document for the Buyer to make line by line changes.
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o Price Escalation Percentage - If selected then the Escalation Percentage field is
required and lines will be adjusted on the Master Agreement (MA) modification based on
this value.

e The Escalation Percentage is the increase/decrease that is applied to the current master
Agreement (MA) price list on a Renewal (RN). This is entered as a whole number without
using the %.

Click on the Load Procedures and Load Renewal Periods links.

Click Procedures in the Secondary Navigation Panel and complete the Document Procedures
Section. Document when all mandatory Procedures were completed by entering the date on which
they were completed. Procedures are recommended tasks that be performed as part of the Master
Agreement (MA) renewal process. Navigate to each procedure by clicking on the bar to highlight it
which refreshes the details shown below for addition of the Completion Date.

RN - 758- 0600000004 1- New- Draft

Header

Actian Meny
+ Procedures
| Commadiies  Renewal Procedures
% Procedure Completed Procedure Name Procedure Required | Completion Date

Document Comments .14 ~ false BondLetter Of Credit falze
Document History Ex
DSECIERTEIETENEE &6 Talze Cortact Agency true
Future Triggering &% talze Performance Evaluation true

&6 falze Contract Review for Renewal true

3 talze Recommendation true

B‘S falze Insurance falze

o falze Market Survey falze

Insert Mew Line Insert Copied Line First Prew Go To Mext Last

Renewal Procedure Details

Procedure Campleted : |fa|se

Procedure Marme |EIon|:IfLetter Of Cradit

Frocedure Reguired |fa|se

Completion Date :
r Save T Lindd T Print T \Valgate T Submit T Clogs ]

e For each Required Procedure, you will have to record a Completion Date.
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Click Periods in the Secondary Navigation Panel. This panel lists all the remaining Renewal Periods
on the Master Agreement (MA). You must select a disposition for the closest Renewal period.

Header

RN - 758- 0600000004- 1- New- Draft

| Action Manu I

Procedures

Commocties

Renewal Periods

« Petiods

Renewal Period Number | Period Effective Date | Period Expiration Date | Previously Disposed | Disposition

hotes

Document Comments &% ¥ 1 0372872006 035282007 falze

Document Histo Insert News Line nsert Copied Line First Prev @o To Mext Last
Document Reference

Future Triggering

Renewal Period Details

Renewal Period Murmber : |1
Period Effective Date ; [03/29/2006
Feriod Expiration Date : [03/28/2007

Frewiously Disposed

Dispositian

r Save T Lindz T Print T Valdale T Sl T Close ]

The type(s) of Disposition are: Renew, Lapse, or Reprocure. If you choose “Lapse” or
“‘Reprocure” then you are effectively closing out the Master Agreement (MA) when the
Expiration Date passes. If you choose “Renew” then the Effective and Expiration Dates in
the Master Agreement (MA) header will be set to Period Effective Date and Period
Expiration Date listed on this page for the Renewal Period in question.
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Click Commodities in the Secondary Navigation Panel. This step is only required if you are manually

adjusting the prices on each Master Agreement (MA) Commodity line.

TR TS0 T NC VN LT

Document View

Renewal Commodities

Procedures
" Commodities
Petiods

Line Number | Not Renewed | Commodity Code | CL Description | Line Type
55076

3% + 1 falze green napkin ftem

| Action Menu I

Quantity | Unit of Measure | Unit Price
10000000 EA $500.00

Motes
Document Comments

Inzert Mew Line Insert Copied Line

First Prev o To Mext Last

Document History
Document Reference

Future Triggering

Renewal Commodity Details

Lire Murnber: |1

Mot Renewed @ [

CL Description green napkin

Cammodity Code : [B507E

Commodity Description : |Tah|e Linens

Description :

Extended Description :

Quantity : [100.00000

Unit of Measure ; [EA

I Unit Price : |$SDD.DD I

Line Type : |Item

ISer\rice Contract Amount : |0.00 I

Catalog |

Discount Percentage |D.DD%

e Enter the modified Unit Price in this field for the post Renewal price; or

e Adjust the Service Contract Amount in this field for the Post Renewal Contract/ Lump Sum
Amount. This value is only applicable to Master Agreement Commodity lines with a Line

Type of “Service”; or

e For Line Types “Catalog” and “Discount”, you may adjust the Discount Percentage value.

)
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Click Notes on the Secondary Navigation Panel to access a page where you may record any Notes
about the decision process to renew or not renew the Master Agreement (MA). (Optional)

RN - 758- 0600000004- 1- New- Draft

Procedures

Commodities Renewal Notes

.
+ Notes : Last User | Last Modified
Document Comments % ¥

Document Histol Insert Mew Line Insert Copied Line Fitst Prev o To Mext Last
Document Reference

Future Triggering

Renewal Note Details

Mote

Lastlser:
Last Modified :

r Save T Llndz T Frint T Validale T Subrf T Cioze ]

Menu

¢ Record any documentation of the Renewal process in the NOTE field.
Step 10: Click Validate and then Submit the Renewal (RN) Document.

Y,

(A batch job must be run at this point to continue the exercise.)

On the night of the Renewal Effective Date, the Renew Master Agreement Batch Job will automatically
create a Master Agreement (MA) modification using the information from this document. You may
make additional changes to Terms and Conditions as required.
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hul s 75

Document View MA - 758- 0600000038- 2- Modification- Draft

+ Header | Action Menu I
General Informetion
Modification Load T and C Ship/Bill To Lines
Eeguestor lssuer Buyer fszemble Document Wiew Assembly Reguest
Thresholds Fh
Extended Description -
bGeneral Information
Diefault ShigpingBiling C
Eeporting : ~wiodification
Document Information
Renewal Period Renewal
Authorized Department . o
TEiE c e Reason for Modification
Authorized Unit Reason For Maodification
“endar

e The Reason for Modification field will default to the word Renewal. Please provide a more
meaningful reason, if possible.

Validate and then Submit the Master Agreement (MA) Modification.
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Exercise 6 — Process a Master Agreement Renewal

Scenario

The Master Agreement you created for the food catalog is about to expire. You would like to Renew
the agreement because the Vendor has performed well.

Task Overview

Access the Master Agreement you created in Exercise 5 and Copy Forward to a Renewal Document.
On the Renewal Document you will complete the Header, Document Procedures, Renewal Periods and
the Notes section. After you process the Renewal Document a Master Agreement modification
document will be created by the nightly batch cycle and submitted to workflow.

Procedures

1. Open Message Center from the Secondary Navigation panel, click Alerts to look for new Master
Agreement Renewal notification messages. You should check your alerts daily. For training
purposes an alert will not be generated.

2, Tl Procurement Budget Accounts Receivable Accounts Payvahle

UAT Enwvironment - FIN
+ Message Center
b Inko:
| &lert=
Broadcasts

henu

Wiorklist -
Im v 03-27-2008 10:05 | The followving Master Agreement b 753 0B00000035 will expire in 1 days
Page Search Back Delete Copy First Frew Mext Last

LIOCUImE = |

infod dwantace
» History
+ Favorites
» Administration

2. Click Search in the Secondary Navigation Panel and Document Cataloq. Enter the Document
Code, Document Department and Document ID for the MA you created in Exercise 5.

3. Open the Master Agreement (MA), click Copy Forward. The Copy Forward page opens.
Select the RN Row in the Grid Section for the Target document.
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Copy Forward

From Document

Menu

Categony |F'RCIC

Doc Dept : 758

Type : WA,

Dioc Lnit: (LT

Code |MA
Select Entire Document

To Document

\D : |0R0000003A

Yersion ;|1

Doc. Depatment Code © [758 Document Id |

Unit Cade : [UNIT

Auta Mumbering :

~ RN

[t ol

Target Doc Type | Target Doc Code | Description | N

Renew Master SAgreement

L — ™

Thd Tha

Terminate Master Agreement

First Prew Mext Last

m Cancel

Required Fields

Values

Doc Department Code

Enter The Department code from your Student Card

Unit code

Enter “UNIT”

Auto numbering

Click to Select

)
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eMARS|:

5. Complete the Renewal Document Header.

+ Heacler
Procedures
Commodities Agreement Document Code |MA
Periods
Mates Agreement Department : [768

Document Comments
Document History Agreement Mumber IEIEDI:IDI:IDEBB

Load Procedureg Load Commadity Lines forAdiusthn_t Load Renewal Periods

Document Reference

Future Triggering Agreement Title ; Renewal Example

wendor Code : [VCOODD100001

Yandar |F'R Test 1

AliasDBA :|

Procurement Folder |3?'?I34

Pracurement Type : |Standard Goods

Current Expiration Date : |E|3f28f2EIDE

Awvard Amount IEDDDD.DD

Reason :

Effective Date : j'ﬂ

Ezcalation Percentage :| I

Created By : mshaw
Created On : 032712006
modified By . mshaw
Modified On ; 0272006

Price Adjustment Indicator

Required Fields Values

Reason Enter Great contract pricing
Effective Date Today’s Date

Price Adjustment Prices Firm

Indicator

Escalation Percentage Leave Blank

6. Click Load Procedures and Load Renewal Periods links.
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7. Click Procedures in the Secondary Navigation Panel and complete the Document Procedures
section.

Required Fields | Values

Completion Enter Today’s Date for each procedure by clicking each line in the grid to make
Date the line active for update (turns yellow) and then entering today’s date in the
Completion Date field.

8. Click Periods in the Secondary Navigation Panel.

BN - 758- 0600000004- 1- New- Draft

T | Action Meny I
Procecures
Cnrpmodﬂl_es Renewal Periods

«" Periods

Renewal Period Number | Period Effective Date | Period Expiration Date | Previously Disposed | Disposition

hotes
Document Comments b4 v 1 0372872006 O3r2er2007  falze

Document Histo| Inzert New Line Insert Copied Line First Prev Gao Ta Hest Last
Document Reference

Future Triggering

Renewal Period Details

Renewal Period Mumber : |1
Feriod Effective Date : |03/29,20085
Period Expiration Date ; [03/28/2007

Previously Disposed : |false

Dizposition ;

r Save T Linds T Print T Valdale T Subrmif T Cioze ]

Required Fields | Values
Disposition Renew.
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RN - 758- 0600000004- 1- New- Draft

| Actian Menu I
Procedures
| Commodiies ~ Renewal Notes
Document Comments 3% v
Document History Inzert Hew Line Inzert Copied Line First Prew o Ta Mewt Last

Document Reference

Future Triggering
Renewal Mote Details

Mote

LastUser:
Last Madified

r Save T U T FPrint T Valdale T Submif T Clozs ]

flenu

Required Fields | Values

Note Vendor Performance met expectation

10. Click Validate and Submit links on the Renewal Document.

1Y,

11. On the night of the Renewal Effective Date, the Renew Master Agreement Batch Job will
automatically create a Master Agreement Modification document using the information from the
Renewal document.

12. Use the Document Catalog to locate the Modification Draft of the Master Agreement created
during the Batch Job.

13. Open and review the Master Agreement Modification document. You must provide a reason for
the Modification in the Header. You may make additional changes to Terms and Conditions, as
required.
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Document View MA - 758- 06000000338- 2- Modification- Draft
~ Header 1
Action Menu
General Informetion l‘_'l

Moditication Load T and & Ship/Bill To Lines
Eeguestor lssuer Buyer fszemble Document Wiew Assembly Reguest
Thresholds Fh
Extended Description
Defaut ShippincBilling
Favering i ~whodification
Document Information
Renewal Period Fenewal

Authorized Department . N
e G Feasaon for Modification

Authorized Unit Reason for Modification

“endar

 bGeneral Information

Required Fields Values

Reason for Enter Renew for an additional year
Modification

13. Once you have finished your review, click Validate and then Submit on the Master Agreement
Modification document to send the document for approval.
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10 —Contract Termination

Terminations are to be used in the unusual circumstance that you need to close out an Award document prior to
its completion. Users should only create TM documents for termination for default and termination for
convenience in accordance with 200 KAR 5:312. This will RARELY occur. This is a legal procedure
and all activities must be fully documented on the TM form.

All others should be allowed to expire or have a regular modification processed to adjust the dates of
service.

Terminate a Contract

Access the Final Award you would like to terminate (MA, PO, CT, DO) through the Document Catalog.
Copy Forward to a Termination (TM) document.

Copy Forward
From Document
Category : [PROC Doc Dept : [758
Type : |PO Doc Unit: URIT
Code : [CT ID : |0B00000023
Select Entire Document : Warsion ;|1
To Document
IDDC. Department Code : |758 I Cocurment 1d |
I Unit Code : JUNIT Ilﬁutu Murnbering : I
Target Doc Type | Target Doc Code Description
= = | L M =
~ T Thd Terminate Contract
FE FRC Pary for Crder
PR PRCZ Pay for Croder
PR PRCI Pay for Order Internal
PR CEC Carrect Encumbrance
First Prew Mext Last

Select the TM entry in the Grid and provide the following:
e Enter Doc. Department Code.
e Enter Unit Code.
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When you click OK, the Termination (TM) document will open to the Header section.

Check Auto Numbering so that eMARS will use the next available incremental number
when generating the Termination (TM) document’s document identification number.

Complete the Termination (TM) Header. The Termination Header allows you to define what effect you

would like the Termination (TM) to have on the award being terminated.

TM - 758- 0600000002- 1- New- Draft

Load Procedures
Header

Termination Type ;| Mon-compliance (W I
Recormmendation Type | | Lapse V|

Close Without Receipt . W

contract.
Feaszon:

Man- perfarmance against terms of

Pweard Document Code |CT

Bwvard Department ; |758

Award Mumber : |E|EEIEIDDEIEIZS

Buttons Army- Mational Guard

Award Title Dress Unifarm

Aweard Amount |554EI.EIEI

Effective Date  |3/27/2008 B

icurrent Expiration Date : |

Vendor Code |VCIIIEIEIEI1DEIEIEIZ

Yendar |F'R Test 2

Alias/DBA: |

Buyer Ermail Addrass |matt.shaw@ky.gw

Procurement Tupe : [Unclassified

Procurement Folder |3?'EEIf1

Select a Termination Type to correspond to the circumstances of the Termination (TM):

“Non-Compliance” or “Mutual Agreement”. (Required)
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e Select a Recommendation Type: “Reprocure”, “Award to Next Low Bidder”, or “Lapse”.
(Required)

e Based upon conditions of the termination, you will select whether you want to Close
Without Receipt. If “Yes” is selected, then outstanding purchase orders will be closed
without receipt. If “No” is selected, then outstanding purchase orders will remain open for
receipts and payments.

e The Reason field is used to document the rationale for the termination. (Required) The
value entered in this field will populate the Reason for Modification field on the Award
Modification that is generated when the TM is submitted.

e Complete the Effective Date with today’s date.(Required)
Click Load Procedures.

Click Procedures in the Secondary Navigation panel. Complete the Document Procedures section.
Document when all mandatory Procedures were completed by entering the date on which they were
completed. Procedures are recommended tasks that should be performed as part of the Contract
Termination process.

TM - 753- 0600000002- 1- New- Draft

Termination Procedures

Procedure Completed Procedure Name Required | Completion Date
falze Motice Of Mon-Complisnce falze
falze Final Motice falze
true Termination Motice true 03272006
~ true Cortract Reviewy Termination  true 03027 2006

First Prew Go To Mext Last

Termination Procedure Details

Procedure Completed : |true

Procedure Mame |Cnmrac:t Feview Terminati

Required : ftrue

Completion Date © 037272006

e For each Required Procedure, you will have to record a Completion Date.

Click Notes in the Secondary Navigation Panel. Add Notes to support your decision to terminate the
Contract. (Optional)
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TM - 758- 0600000002- 1- New- Draft

Line | Last User | Last Modified

3% v 1 mzhaw 32706

Insert Mew Line Insert Copied Line

Termination Note Details

cansistently missed delivery

Motes - schedule.

Click Validate and then Submit the Termination (TM) document to Final.

When the Termination (TM) Document is Submitted to Final, eMARS will notify the Buyer via e-mail that
the Contract has been terminated.

2} ADVMAIL1: Award Terminated: CT 758 0600000023 - Microsoft Internet Explorer

._%Replw;.-' cﬁReply ko all LT;\; Forward (= ﬂ ﬁ 1_% ?( 4 | @ Help

From: adv30@wells, amsinc, com [ady30@wels, amsine, com] Sent: Mon 3f27)2006 9:59 PM
To: Shaws, Matk (COT - MARS)

o

Subiject: AOYMAILL: Award Terminated: CT 758 0600000023

Aktachments:

Termination was processed to close Purchase Order: the Document Code CT
Document Department Code 7553 , and Docuwent ID 0600000023 .

:El Done é nknown Zone (Mixed)
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When the Termination (TM) Document is Submitted to Final, a Modification document will be created
that will effectively close out the award to prevent future receipts, invoice or payments from being
processed. Furthermore, when the Award Modification is submitted, the Accounting postings will be
reserved on the Accounting Journal. Click on Submit to Submit the modification to Final.

CT - 758- 0600000023- 2- Modification- Final

Load T and C Ship/Bill To Lines
Azzemble Document Wiew Assembly Request

Header
bk
wGeneral Information
Document Mame PrardID: |
PCard Exp
Record Date - |03/27/2006 = Frocurement Falder : 37604
Budget FY: 2006 FProcurement Type  Standard Goods
Fiscal vear - DOOG Frocurement Type 1D [24
period: [T Cited Authority : |KRS45A, 100-G
Py Small Furchase Finance
Period -
Documment Description : g?ensusnam Mational Guard OMPE Contracts Only-Goods
Accounting Profile ;
Actual Amount : $0.00
Closed Amount - $0.00 Terms Template :
Closed Date : 0202752006 Confirmation Order: [

Default Form : |F'O_FORM

Last FPrint Date :

Total of Header Attachments : 0
Total of All Attachments : 2

NOTE: If a Master Agreement (MA) is terminated and the Close Without Receipt check-box is
selected then any Delivery Orders (DO) referencing the Master Agreement (MA) will also be
terminated. Delivery Order modifications will be created and must also be Submitted to Final.
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11 — Managing the Procurement Workload

The Workload Management Module in eMARS consists of a series of Inquiries that allow you to track
the Procurement Folders for which you are responsible.

These inquiries are designed to show the individual Buyer, a Team of Buyers, a Manager, and a Team
of Managers what they are working on.

Files are automatically assigned to either a Centralized Purchasing organization workload, or to a
Departmental Purchasing Organization’s workload based on rules that have been set-up in eMARS.
This update occurs when the document in question is Submitted to Final. To check which team has
been assigned the file please inspect the Contact section.

= ontact
lssuer D |pstratton # Team 1D : OMPS
Fegoy Stratton R
S02-A73-6B06
pegdy. strattongky. goy
Reguestar 1D |pstrattnn

Marme : |F'egg3,r Stratton

Phone Mumber |5D2-5?3-EBEIE

Ermail : |peggy.strattnn@ky.gw

The automatic logic to assign the file is based on the Department who entered the document, the first
Commodity Code listed on the document, and the dollar value of that line. eMARS has dollar value
rules based on a Department’s Small Purchase three quote limit, Construction delegation, and non-
professional services delegations that it uses to determine who should process the file.

Managers may decide to re-assign the file to a different Team after it has been initially submitted. They
may also assign the file to an individual Buyer for processing.

Procurement Folders will always be automatically assigned to a Team as outlined above. Once it has
been assigned, Buyers can access the file from the My Team’s Workload page. This page is filtered
to show all the files that are assigned to a Team of Buyers to which the Buyer accessing the page
belongs.

Procure Workload Management

Access your Procurement Workspace. Click Workload Management in the Secondary Navigation
panel to open the Workload Management section. Click My Team’s Workload (WKLDBT)
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| Frocurement ~
Save AI T

Workload Management

r r hlenu
Enter Bid Responses Quick links to wotdoad management tools.

Receive Goods

Enter Wendor Invoice
Create Stand Alone Pa

Workload Management

Workload Maradement m‘f ‘f“"?"‘:lrmr'-[;m —
Quick Links My Team's Workload AWKLDBTY
Frocurements | Manage QLD A
Procurements by Team banages AVKLDMT

= Workload Management

The My Team Workload page opens. This page lists all the Procurement Folders that have been
assigned to your Team. This inquiry is initially sorted by the five-digit Procurement Folder ID.
However, you can re-sort the inquiry by clicking on one of the underlined column headings.

NOTE: If you click on the Procurement link once you transition to this page you will see the files that
have most recently been assigned to your team.

1 Procurement A
Save Restart Save Al C My Team workload
r r henu Quick Search

Enter Bid Responses - -
Receive Goods Procurement Procurement Title Procurement Type | Amount | Status | Est Completion
o R —— v 33601 ENTRANCE PIPE - DISTRICT 2 Unclassified $62,91000 OK 02/24/2005
Create Stand Alone Pa = 34402 ALCOHOL AMD DRUG TREATMENT  Standard Services K 03/30/2006
Workload Management 34403 RADAR SMART TRAILER Unclazsified $24,545.00 OK 03/03/2008
Wﬁ;"'ﬂjd ma“zgemel_"ga 34404 Tractars Standard Goads $150,000.00 Ok 031 /2006

iotklog

34E02 3 ply printer paper Unclaszified F4,500.00 Ok 03032008

~" Wy Team's Wiorkload (i
Procurements | Manage
Procurements by Tesm bl

First Frav Mext Last

Details

Procurement |33501 Buyer Team : |OMPS

Frocurement Title : ENTRANCE PIFE - DISTRICT 2 Last Completed State © Solicitation Response
Murnber of States : 6
Amount : $62,910.00

Procurement Type  |Unclassified

Daollar Range : | Cormplexity . Default Cormplexity
Est Completion : 02/24/2006
Status

Procurement

e Search opens a Standard eMARS search box where you may perform a wildcard search by
Procurement Folder ID, or Procurement Title.

e Selecting a row in grid and clicking Procurement at the bottom of the page will open the
Procurement Folder for inspection.
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Select a row in the Grid and open the Procurement Folder by clicking Procurement. The

Procurement Folder opens. The Procurement Folder view provides you with more information about

the Procurement being processed.

Procurement

Menu Quidk Search

Procurement Procurement Title Procurement Type | Buyer | Manager | Amount | Last Completed State | Status | Est Completion
~ 34403 RADAR SMART TRALER  Unclassified tznapp $24 54500 Solicitation Response Ok 03032006

First Prev Mest Last

Search

Procurement : |3:1:103 Manager |tsnapp
Procurement Title © RADAR SMART TRAILER Buyer |
Tupe |1 Manager Team : |false

Procurement Type : Unclassified
Arnount: §24,548.00

Last Completed State

Buyer Team : |OMF'S

Est Completion : 030352006

Closed Date
Status

I Eequizsition State Wiewer Solicitation State Wiewer Response State Wiewer Evaluation State Viewer Mward State Wiewer Post-Award State Wiewer I

Clicking one of the State Viewer Links will open the respective State Viewer where you may

subsequently access the documents in that state.

Click Requisition State Viewer to open the Requisition document. When the State Viewer opens click

Documents in the Secondary Navigation Panel.

Frocurement -
Save Restar Save I C

Requisition State Viewer

il Documents
ez Document Function | Phase Description Created

¥ |RE5,610,0600000009,1 | Mew Final RADAR SMART TRAILER 0252152006

Copy First Prew Mext Last
Solicitation Response Ewvaluation fwward Post Awward Mew Document Search for Procurements

Notes

Menu Quick Search

Clicking the Document ID field will open the RQS where you may modify it or Copy Forward to the

next document in the Procurement Chain.

| NOTE: Only documents with a status of Final will be shown on the State Viewer inquiry.

Manager’'s Workload Inquiry.

eMARS provides two inquiries for Managers to track the Workload of the Teams and Buyers for whom

they are responsible: Procurements | Manage and Procurements My Team Manage. The
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Procurements | Manage inquiry shows all Procurement Folders for the Buyers and Buyer Teams who
report to the Manager accessing this inquiry. The Procurements My Team Manage allows a Manager
to view all procurements that have been assigned under his/her Management Team. The Manager
Team in Kentucky consists of all Central Managers from Kentucky Transportation Cabinet (KYTC),
Department of Engineering and Contract Administration (DECA), and Office of Material and
Procurement Services (OMPS). It will be used to transfer Procurements that were assigned incorrectly.

This inquiry is initially sorted by the five-digit Procurement Folder ID. However, you may re-sort the
inquiry by clicking on one of the underlined column headings to sort by that value.

NOTE: If you click on the Procurement link once you transition to this page you will see the files that
have most recently been assigned to your team.

Procurements | Manage

Menu Quick Search

Procurement Procurement Title Procurement Type | Amount | Status | Est Completion
37402 Farm Ecjuipment Standard Services Ok 0352902006
ar4o7 Equipment Rertal DO ZERS D-1 Unclassified F37,500.00 Ok 0322/2006
37410 test of test Unclazsitied F94,050.00 Ok 0302202006
~  3TE04 Buttons Army- Mational Guard Dress Uniform - Unclaszified F0.00 OK 0352952007
37704 Renewsal Example Standard Goods $50,000.00 Ok 032712006

Search

Buyer |mshaw Manager: tsnapp
Last Completed State © |Post Swwvard
Buyer Tearmn : |
Mumber of States - &
Procurement : 37604 Amount : $0.00

Procurement Title : Buttons Arry- Mational Guard Dress Uniform Total Deadline Extended By Days 0

Frocurement Caomplete : false

Procurement Type |Unc|assiﬁed
Complexity : Default Complexity

Dollar Range : |

Est Completion : |EIBJ‘29;"2EID?
Status -

I Frocurements | hanage Uedatd Frocurement

e Search will open a Standard eMARS search box where you may perform a wildcard search
by Procurement Folder ID, or Procurement Title.

e Procurements | Manage Update will open a new page where you may perform numerous
functions including: reassigning the file to a different Team and closing the file out.

e Selecting a row in Grid and clicking Procurement at the bottom of the page will open the
Procurement Folder for inspection.

Click Procurements | Manage Update to transition to the Procurement | Manage Update page. This

(]
g caldms 169 of 173




eMARS Course 602 — Advanced Procurement

page allows a Manager to assign a Buyer or a Buyer team to a particular procurement. The Manager
can also change the Procurement Title and Procurement Type.

Procurements | Manage Update

hlenu

Copy First Prey Mexd Last

(|

Buyer : |mshaw

Buyer Team : |

FProcurement : !3?’504

Procurerment Title © [Buttons Arrny- National G

Complexity Code |3

Complexity |Defau|t Camplexity

Deadline Extension (Days) |

| mManager |tsnapp
I Forre Closed - [ I

Type - [1 EJ

Procurement Type © [Unclassified

m Cancel

¢ Reassign the Procurement Folder to a different Buyer or Buyer Team.

¢ Reassign the Procurement Folder to another Manager. If you reassign the file to another
Manager then the Folder will be removed from your view of this inquiry.

¢ Force Close a procurement that will never be completed.
e (Change the Procurement Type.
e Change the Procurement Title.
Click OK to save your changes and Return to the Procurements | Manage Page.
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12 — Online Inquiries

Lifecycle (LINQ)

The Lifecycle Inquiry (LINQ) page allows you to view the complete chain of documents associated with
a selected search document. When a search is performed, the document entered as the search criteria
must have a Phase of “Final” or “Historical Final”.

The Lifecycle Inquiry (LINQ) page may be accessed directly from one of two places: Procurement
Document Inquiry or the Lifecycle Document Search. The Procurement Document Inquiry
(PRCUDOC) allows the user to search by Procurement Folder ID, Procurement Title, or Document
Department, or ID. The Lifecycle Document Search Inquiry (LFDOCSCH) provides similar search
capabilities to the Document Catalog with the addition of being able to search by Document
Description.
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13 — Session Review
Summary Review of Topic

You should now be able to:

Conduct a Competitive Sealed bid using Solicitation (RFB), Solicitation Response (SRW) and
Evaluation (EV) document

Process a Stand-alone Contract (CT).

Load a Catalog referencing a Master Agreement (MA).

Process a Master Agreement Renewal (RN).

Terminate (TM) a Contract or Master Agreement

Re-assign a Procurement Folder to the correct Team.

Track documents and work in progress using Lifecycle Inquiry (LINQ)

Summary Review of Topic Quizzes

Review Questions

A | Terms and Conditions may only be attached as MS-Word documents saved as .XML True or False

B | The TAB key allows you to move between all required fields of the Commaodity Grid on the Solicitation
Response Wizard (SRW) document. True or False

C | You may download an EXCEL tabulation of all Bids received from the EV document action menu. True or
False.

D | A CT2 requires a Receiver to be processed in order for the Payment to be generated. True or False

E Terminating a Master Agreement (MA) also terminates all Referenced Delivery Orders if the Close

Without Receipt check-box is selected in Termination (TM) document Header. True or False
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Logout

You will complete this exercise by logging out of eMARS.
1. Click Logout. This closes the eMARS application and ends your session. You can now close
the open browser windows.

NOTE: Please remember to select Logout prior to closing your eMARS session.
Just closing the page will not immediately end your session.
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